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flPEfll/ICnOBME 


ripeA-fiaraeMbiH yneSiraK npeAna3Han:eH CTyAeHTOB, 
n3ynaiomHx MeiieAMvMeiiT b By3ax aKOHOMHHecKoro npo- 
cpmiH. Oh paccHHTaH Ha npo^jeccHOHajibHo-opneHTtfpoBaH- 
hhh 3Tan o6yneHHH HHocTpaHHOMy H3UKy b BbicmeM yM:ed- 
hom 3aBeAenHH. YneBHHK pa3pa6oTaH b cooTBeTCTBHH c 
rocyAapcTBGHHbiM o6pa30BaTejrbHWM CTaHAapTOM Bbicuiero 
npocljecciioKajibHoro o6pa30BaHHH h nporpaMMHbiMH Tpe- 
60BaHHHMH AHCmaiUIHHbl «MHOCTpaHHbIH H3bIK». KHHry 
MOXCHO TaKJKe HCnOJlb30BaTb CTyAeHTOB 3K0H0Mime- 

ckhx KOJiJien>KeH h miipoKoro Kpyra cnemiajmcTOB, hmc- 

lomux ACJIOBbie CBH3M C 3apy6e>KHBIMH <j)HpMaMH. 

Knura nocTpoeHa Ha cjiCAyiomnx npnimnnax co3HaTejri»- 

HO-KOMMyHHKaTIIBHOrO MCTO^a oOyneHHa HHOCTpaHHbiM 

H3biKaM: jiHHHOCTiioopHeiiTiipoBaHHbiH xapaKTep JIHHTBH- 
CTHHCCKOH H npOC^eCCHOHaJIbHOH nOArOTOBKET, C03HaTeJIb- 
hog h aKTHBHoe oBJiaASHiie oSy^aeMbiMH npeAMeTOM b ixe- 

JIHX ynaCTHH B MeXCKyJIbTypHOM oOmeHHH, KOMMyHHKaTTIB- 
Haa HanpaBJieHHOCTb oOyneHHH AHcmuiJiHHe. 

Hejib yneOHHKa — noAroTOBHTb CTyaeHTOB k caMocTox- 
TejibHOMy nTeHHio ayTeHTHHHOH JiHTepaTypbi no MeHeA^K- 
MeHTy, C^OpMHpOBaTb HaBbIKM yerHOH M nHCbMCHHOH peHH 
aa HHOCTpamiOM X3biKe, a TaKHce HaBbiKH odmeHHa b ch- 
ryauMHX npo(])ecciioHajibtion KOMMy hhkaahii . 

B H3AaHue BKJiiOHeHbi opurHHajibiibie h aAanTHpoBaii- 
Hbie TeKCTOBbie MaTepnaAbi, pa3pa6oTaHHbie Ha ocHOBe aH- 
rjio-aMepuKaiiCKHX Hay^iHbix hctohhhkob h orenecTBeHHbix 
nepiiOAiriecKHx hsashhh Ha a Hr jihh ckom x3biKe. 
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Kxmra coctoht H3 npeAHCJioBiia, 10 ypoKOB (Units), 
o6pa3uos ycTHon h miCbMGHHofi penn, rpaM.vfaTH'iecKoro 
cnpaBO^iHWKa, cjioBapa, KjnoneH h 6H6jiHorpa(j)HHecKoro 
cnncKa. y^e 6 HHK paccwraH Ha 170-180 yneoHbix nacoB. 

B KHure npeACTaBJieHM TaKHe TeMti, nan «ynpaBJien- 
^ecKoe oopa30BaHiie», «MeHen>KMeHT», «Ha6op pyKOBoja- 

miix naapoB®, «PyK0B0ACTB0*, «ynpaBJieHiienepcoHaioM», 

«06c^y>KHBaHiie hjihchtob » , «Omn6Kii ynpaBJieHiia ♦ , 
tcJInHHocTHbiH poct», «JLoau b ynpaB;ieHHM» , «M 3 BeCTHfaie 
KOMnaflHH ivmpa*. 

Kaacflbm ypoK nocBameH onpeAeJieHHoii TeMe ii cocro- 
HT H3 A^yx, Tpex HJIH HeTbipeX HaCTeH, nOCTpoeHHbIX no 
eAHHOMy npiiHquny. y'ie6HbiH MaTepnan BKjnoHaeT aKTHB- 
Htie cjiOBa fljia 3a itomh H anna, npe^TeKCTOBLie jickchko- 
rpaMMaTH^iecKHe u peneBbie vnpa^cHeHHH, TeKCT hjih Tex- 
cth, nocjiGTeKCTOBbie ynpa>KHeHna KOMMyHHKaTHBHoro 
xapaKTepa. ypoKH aaBepmaFOTca pojtpbhmh wrpaMw. 

PaOora c ynpanc HeHHHMH cnocoocTByeT npeoAOJieHino 
-leKCHHecKHx h rpa.MMaTH^ecKiix TpyAHOCTeii tckctob. 
B jieKCHHecKHx yripax<HeHHHX ocoSoe BHHMamie yaejiHeT- 
ch oSpaaoBaHHio oAHOKopeHHbix cjiob, coneTaoiocTH c.io- 
Bapnbix eAHHHH, iicno;ib 30 BaHHK> cjioB-HHTepHaunoHajm 3 - 
MOB, CHHOHHMOB H aHTOHHMOB. PflOOTa HO£ TeKCTaMH 06- 

jiernaeTCH Ojiaro^apa ycBoeHHio aKTHBHOH jigkchkh ypona 
h bo3mo:khocth npn6erHyTi» k cjiOBapio b kohi^g khhtr. 
BunojiHeHHG paaHOo6pa3Hbix 3aAaHnw k tgkct3m cnoco 6 - 
CTByeT pa3BHTHIO HaBbIKOB IipOCMOTpOBOrO, 03HaK0MI!Te.lb- 
Horo, noHCKOBoro n H 3 ynaK)inero HTeHHH. 

Ilepea BbinojiHeHHeM rpaMMaTunecKHx ynpa>KHeHHH 
peKOMCHAyeTca ii3yHHTb hjih noBTopHTb MaTepiiaji, IipeA- 
CTaB.'ieHHbiii b rpaMMaTHHecKOM cnpaB 04 HHKe (Reference 
Grammar). B HeM coAepnaiTca iiH^opMauna o cjioBooopa- 
30BaHHH , cymecTBiiTejibHOM, npujiaraTejibHOM, BpeMeHax 
rjiarojia, HejniHHbix (JjopMax rjiarojia, HeKOTopbix cjiynanx 
ynoTpe6jiGHHH cocjiaraTejibHoro HaKJioHemiH. 06T»flCHeHHH 
flaiOTCfl Ha pyCCKOH H3bIKe, HT06bI JiaTb B03MO>KHOCTb CTy- 


AeHTaM jiymue noHHTb rpaMMaTunecKHe hbjichhh. B koh- 
ije yneOHiiKa k Han 6 oJiee Tpy^iibiM ynpaauieHHHM npHBO- 
ABTCB KJHOHH AJIH CaMOKOHTpOJIH . 

ynpa>KHeHHH KOMMymiKaTHBHoro xapaKTepa npeAnojia- 
raioT BonpocHO-oTBeTHyio paOoTy b napax, KOMMeHTHpoBaH- 
Hbiii nepecKa 3 , rpynnoBoe o 6 cy>KAeHne npofijieM. pojieBbie 
nrpbi. WvieHHo am 3&xa hhh onpeAeJiaioT KOMMyHHKaTUB* 
Hyio HanpaBJieHHOCTb yneOHoro MaTepwa-ia. PeneBue o 6 pa 3 - 
IIH HJIH BeAeHHH ypOKOB II AWCKyCCWH, 3 THKeTHbie 4 )OP M y* 
jih ajih pa 3 .iHHHbix ciiTyauHH AeJioBoro h SbiTOBOix) o 6 me- 
hh h npeAcraBJieabi b npujiojKeHHax b KOHite yneOaHKa. 

3 aAaHHH RJIH pa 3 BHTHH HaBbIKOB FIHCbMCHHOH pe T IH 
npeAycMaTpHBaioT omicaHHe iia ocHose TencTOBbix MaTe- 
pnajiOB ypoKOB, 3anojincimc aiiKeT, HanucaHHe pe3ioMe, 
aBTo 6 norpa 4 )Hii, agjioboh h jihhhoh: KoppecnoHAeHUHH, 

aHHOTaitHH H CyMMapHOrO H3JI0XCeHHH TeKCTOB. 06pa3IIbI 

h KJiHine npHBOAHTCH b ypoxax h npuJioxceHHHX (b pa 3 Ae- 
Jie Writing Language). 

B cjiOBapb b KOHue y 4 e 6 HHKa BKjnoneHbi TepMiiHbi h 
o 6 meynoTpe 6 HTejibHaa jieKcmca. 3 Aecb >Ke hmciotch cdhc- 
Kii reorpac()HHecKHX Ha 3 BamiH h hmch coOcTBeHHbix, BCTpe- 
HaroinHxca b MaTepnajiax ypoKOB. 

Aemop 


UNIT 1 

MANAGEMENT EDUCATION 


1.1. Management Training 
in the USA and Great Britain 

Exercise 1. Focus on the topical vocabulary, 
management education f'riuenitfrmant edju'kei/an] — yn- 
paBjieiroecKoe o6pa30BaH*ie, o6pa30BaHue b oGjiacm Me- 

HCA^KMCHTa 

management studies [stAdiz] = management science 
[ saians] — HayKa ynpaBJieHun 
higher educational institution ['ham edjukeijanal , instf- 
tju:Jan] = higher educational establishment [is'ta?b- 
li/mant] = higher school — Bbicmee yuehHoe naBe^emie 
to award a degree to smb [a 'word 9 dig'ri:] — npiicyacAaTb 
CTeneHb KOMy-ji. 

to receive a degree [n'si:v] = take a degree — nojiyHMTb cre- 
neHb 

to graduate from [ gra^c^ucit] v — okoiihutl (yneoHoc 3a- 

BeAGHiie) 

graduate ['graed^uit] n — BbinycKHHK 
administration [ad, mmis'treifan] n — ynpaBjieHire AeJia- 
mh. Be^eHne (Aena, npeAnpiwnffl), ynpaBJieHHe 
business activity ['biznis ack'tiviti] — AenoBaa uktiibhoctl, 
ToproBo-npoMbiuiJieHHaH AeflTejibHOCTb, aKOHOMiinecKan 
AeaTejibHocTb 
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economic law L i:ka nonuk Tp:] — xo3HHCTBenHoe npaBo 
operating management ['Dpareitig] — ynpaBJieane onepa- 
Uiihmh, ynpaBneHne onepaTUBHoti AeHTejibHocTbio 
business management — ynpaBJieHHe ToproBO-npoMbinuieH- 
hlim npeAnpifaTHeM 

business financing [fai'naensio] — 4)HHaHCHpoBaHHe npeA- 

npHnTHH 

business law — ToproBoe npaBo 

financial management [fai'namjal] — (pimaHcoBbiii MeHe/pK- 
MeHT 

personnel management [p3:sa'nel] — KOApoBbiii MeHeA^K- 
MeHT 

accounting [a'kauntig] n — SyxrajiTepcKHH y*ieT 
to be highly regarded ['haili n'gardid] — nojibsoBaTbCH xo- 
pomen penyTaijHeH 

to rank among the best [T^egk a'niAr) da 'best] — otho- 
CHTbCH K JiyHIIIHM 

to train managers ftrem 'mamidsaz] — ro-roBiiTb MeHeA- 
>«epoB 

management personnel ['mamidjmant , p3:sa nel] — aAMii- 
HHCTpaTHBHO-ynpaBJieHMecKHH annapaT, ynpaBJieHnec- 
khh nepconaji 

business studies — Kypc 6n3Heca (b niKOJie hjih KOJiJieAJKe, 
riocBaiAeHHbiii cb«uaHcaM h skohomhkc) 
bookkeeping ['bukki:piij] n — 6yxrajiTepcKHii y^eT, c^eTo- 

BOACTBO 

office work ['ofis W3:k] — AeJionpon3BOACTBo 
typing [' taipiri] n — MauiHHonncb 
stenography [ste'nografi] n — cTeHorpacJma 

Exercise 2. Practice saying the names of the educational 
institutions and academic degrees. 

Harvard University [ha:vad Ju:nf V3*.Sltl] — TapBapACKH# 
yHHBepcHTeT 

Stanford University ['sUenfad] — Ct3h(}x)packhm yHHBep- 


CHTeT 
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the University of San Francisco L Seenfran'siskau] — yHH- 
BepCHTeT CaH-OpaHUHCKO 

the University of Pennsylvania [, pensil'veinio] — IleHcn;n>- 

B3HCKHH yHHBepCHTeT 

the University of Michigan ['mi/igon] — MunwraHCKiift 
yHHBepCHTeT 

the Massachusetts Institute of Technology [ iniesa'tju:sets 
' institju: t 9v ' tek nolsciji] — MaccanyceTCKini tcxhojio- 

rHHeCKHH HHCTHTyT 

the University of Manchester ['mxntfistaj — MaHHecrep- 
ckhh yHHBepCHTeT 

Radcliffe College ['raedklif , kolicfe] — PaflKjnwjDCKHH koji- 
JieA^c (nacTb TapBapACKoro yHHBepcHTeTa) 
bachelor’s degree ['baetfalaz] CTenem, daKajianpa 
master’s degree [mcrstsz] — CTeneiib Marnerpa 
doctor’s degree ['doktaz] CTeneHb AOKTopa 
Master of Business Administration (MBA) — MarncTp a©- 

JIOBOrO aAMHHHCTpiipOBaHHfl 

Master of International Management (MIM) — Marncrp 
MencnyHapoAHoro MeHenJKMeHTa 
Master of Management Science (MMS) — MarncTp HayKH 
ynpaBjieHHH 

Philosophy Doctor (PHD) [ff losafi] — aoktop (J)hjioco(1)hh 

Exercise 3. Try to understand the meaning of the 
derivatives. Consult § 1 (Reference Grammar). 

Relate, relative, relatively; produce, product, produc- 
tion; serve, service; organize, organizer, organization; 
connect, connected, connection; close, closely; science, 
scientist, scientific; profit, non-profit; train, training; 
effect, effective, effectiveness; just, justly; world, famous, 
world-famous; found, founder, foundation; differ, dif- 
ferent, difference; high, highly; money, monetary; grow, 
growth; consume, consumer, consumption; institute, 
institution; promise, promising; execute, executive. 


Exercise 4. Guess what these international words mean. 

Consult § 2 (Reference Grammar). 

Products and services; monetary systems; to train 
economists, businessmen, managers and administrators; to 
organize a business; business schools; the effectiveness of 
the organization of business activity; international 
management; the system of management; a bachelor, a 
master, a doctor, a Philosophy Doctor; technology; finance; 
business management; business financing; financial mana- 
gement, personnel management; international companies; 
practical; production processes; loyal; consulting companies; 
centres of training managers; prestigious colleges. 

Exercise 5. Read the words formed by conversion and 

say what they mean. 

Model: an award — to award — uarpaAa — HarpaacflaTb 

Trade — to trade, stage— to stage, finance — to 
finance, an award — to award, a form — to form, service 
to service, a demand — to demand, work — to work, 
must — a must, a test — to test, credit — to credit, 
research — to research, finish — to finish, a graduate — 
to graduate, a mine — to mine, honour — to honour. 

Exercise 6. Read the following word combinations and 

give their Russian equivalents. 

A relatively young science; the period of rapid economic 
growth of the country; to have links with many branches 
of knowledge; to handle people; to belong to universities; 
to finish high school; to go to university; to get mana- 
gement education; to be world-famous; to award a degree; 
to receive a bachelor’s degree; to take a master’s degree; 
to be the best educational institution; different branches 
of industry; to encourage good workers; to promote skilled 
workers; to participate in corporate management impro- 
vement programs. 


s s 
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Exercise 7. Give the plural forms of these nouns. Consult 
§ 3 (Reference Grammar). 

a) Executive, manager, letter, company, firm, user, offer, 
degree, service, place, office, page, pager, computer. 

b) Boss, address, business, fax, bus, watch, bush, wish, 
complex. 

c) Nationality, responsibility, duty, country, university, 
salary, ability, vacancy. 

d) Day, key, boy, toy, survey. 

e) Tomato, potato, motto, hero, cargo; piano, photo, disco, 
scenario. 

f) Wife, half, life, leaf, loaf, shelf; chief, safe, hand- 
kerchief; scarf, roof. 

g) Man, woman, foot, goose, tooth, mouse: child; fish, 
sheep. 

h) Datum, criterion, phenomenon, thesis, crisis, appendix, 
formula, sanatorium, curriculum vitae, curriculum, 
stimulus. 

Exercise 8. W rite the basic forms of the following verbs. 
Consult § 5 (Reference Grammar). 

To make, to be, to develop, to start, to change, to 
study, to award, to take, to get, to do, to continue, to 
defend, to found, to work, to train, to qualify, to receive, 
establish, to situate, to see, to train, to deliver, to pass, 
complete, to begin, to have, to hold, to graduate. 

Exercise 9. Read the text and find out what conditions 
contributed to the emergence of management studies. 

Management Training 
in the USA and Great Britain 

Management is a relatively young science. It was bom 
in the USA at the beginning of the 20th century. It was 
the period of rapid economic growth of the country. The 
United States became a powerful nation with rich natural 


resources and developed industry and agriculture. The 
interests of business called for effective organization of 
production, buying and selling of goods and services. The 
companies were also in need of people who were able to 
make business profitable. 

Management science has links with many branches of 
knowledge — mathematics, engineering, sociology, psy- 
chology, etc. But first of all, management is closely con- 
nected with economics, the oldest of the social sciences 
dealing with the production of wealth, the consumption of 
products and services, and the organization of the monetary 
system, industry, trade and business in a country or in 
the world. 

Experts believe that management science is an 
independent branch of knowledge which deals with the 
control and organizing of different businesses and non- 
profit organizations as well as handling people at work. 
Management studies are an integral part of training 
economists, businessmen and administrators. Economics, 
business and management are studied at universities, 
colleges and different business schools all over the world. 

The United States is the world leader in management. 
Management Science was mostly developed in the country 
in the 20th century. Scientific management stimulated the 
development of US economy. Since then the Americans 
have shown the effectiveness of their economic and admi- 
nistrative systems. The names of such US companies as 
Ford, General Motors, General Electric, Microsoft, Coca 
Cola, McDonald’s and many others are world-famous. The 
effectiveness of American business can be justly explained 
by the effectiveness of business studies and management 
science. 

Nowadays in the USA there are over 1300 business 
schools, 600 of them belong to universities. More than 
10,000 management consulting companies work in the 
country. 
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The American university system of management 
education has three stages. After completing the courses 
of tuition, students are first awarded a bachelor’s degree, 
then a master’s degree and finally a doctor’s degree. Having 
finished high school, young people go to university and 
receive a bachelor’s degree after four years of studies. 
After two more years at university graduates take the 
degree of Master of Business Administration (MBA), 
Master of Management Science (MMS), Master of 
International Management (MIM), etc. The MBM programs 
are prevailing in the US schools of business. The highest 
university degree is a Philosophy Doctor (PHD), given 
after further three or four years of studies. A master's 
degree is professional, a doctoral degree is scientific. 

At US universities students take economics, economic 
law, accounting, marketing, business management, business 
financing, business law, operating management, human 
relations, personnel management, computer science, and 
other disciplines. 

Harvard University, Stanford University, the University 
of San Francisco, the University of Pennsylvania, the 
University of Michigan, and the Massachusetts Institute of 
Technology have world-famous schools of business. There 
is a graduate seminar in management at Radcliffe College, 
one of the prestigious Seven Sisters schools for women. 

The leader in American business and management 
education is Harvard Business School. University graduates 
having an MBA from Harvard University are in great 
demand in the country and abroad. 

European management education is also highly regarded 
in the world. There are about 300 centres of training 
managers in Europe. Some British business schools rank 
among the best educational institutions. 

The London School of Economics is a prestigious college 
at London University. The college was founded in 1895. 
Students study economics, finance, accounting, business 


management, business financing, business law, financial 
management, personnel management, etc. Graduates are 
awarded an MBA degree. 

The University of Manchester has a famous school of 
business. Manchester Business School was founded in 1965. 
It trains managers for different branches of industry. 

Business colleges are secondary educational institutions. 
Students take courses in economics, business studies, 
bookkeeping, office work, typing, stenography and others. 

In different countries many companies train their own 
management personnel of middle and low levels. They 
encourage people having broad practical experience, 
knowledge of production processes and business activity, and 
send them to take a management course. Loyal, enterprising, 
creative, and skilled workers are promoted to higher positions. 

Big companies train their managerial staff by them- 
selves at special institutions. For example, the famous US 
company General Electric has the Management Development 
Institute in Ossining, N.Y. A lot of GE employees attend 
courses in management to get positions as managers. Many 
managers participate in corporate management-impro- 
vement programs. There are also successful programs for 
top managers: the Management Development Course, the 
Business Management Course, and the Executive Deve- 
lopment Course. If a manager is promising, he or she is 
sent to the institute to take a course, and promoted to a 
higher or leading position. 

Exercise 10. Find in the text the equivalents of these 

words and word combinations. 

ripon3BOACTBO 6jiar; noTpeb.ieHHe npogVKTOB; ,aeHe>KHa5? 
ciicTeMa; Heo*ri»eM;ieMan uacTs; a TaKHte; no^roTOBKa sko- 
HOMHCTOB, 6H3HeCMeHOB H a£MHHHCTpaTOpOB; rJIHBHblM 06 - 
paaoM; HBBecTHLi bo BceM MHpe; CTyneHH (o6y*ieHHH); nojiy- 
HaTh CTeneiiL OaKajiaspa; CTeneHb MaracTpa; cTeneHb aok- 
Topa; BtinycKHHKH ymiBepcuTeTa; H3yHaiOT 3kohomhkv; 
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iiom>3yiOTCH cnpocoM; nojn>3yioTca xopomeii peuyTamieu; 
othochtch k jiyninHM yue6m*iM 3aBegeHHnM; cpeAHne y^e5- 
Htie 3aBeAenna; ynpaBJieHuecKHH ncpcoHaji cpeAiiero h hh>k- 
hppo 3 nena; BWABuraiOTcn Ha 6o.iee blicokhg aoji>khoctii; 
pa6oTHHKn 4^»<eHepaji ajreKTpwK*; nocemaTb Kypcu we- 
HeA^MeHTa. 


Exercise 11. Answer the following questions in pairs. 

1. What sciences is management connected with? 

2. What is management science? 

3. What country is the world leader in management? 

4. What famous American companies do you know? 

5. What degrees do American universities award to their 
students? 

6. What degrees for management do university graduates 
receive? 

7. What are the most prestigious business schools in the 
United States? 

8. What are the famous business schools in Great Britain? 

9. Would you like to study management abroad? Where 
in particular? 

SC4;uo 

Exercise 12. Rea^ the. article about ttye London School 
of Economics. Prove that it is the most prestigious 
college of this kincf in the United Kingdom. 

London School of Economics 


< The London School of Economics and Political Science 
“ insti tution of higher learning in ti,.- City of Westminster, 


Londoff* Englaiici. It is one ol the worlds leading in.su 
tutions devoted to the social scibiices>A pioneer institution 

. .. l J.;- 1 . i • i rn 


in the study of sociology and intem^tmpal relations, it offers 
bachelor’s, master’s. $nd doctorate degree programsCAmong 
its postgraduate courses are those in European politics and 
policy, gender, housing, the political economy of transition 


in Europe,, thejwljtics ofmpire 
social policy and planning in de\ 


d postimperialism, and 


policy and plahnmgta developing countrieS^It 
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i ^ 




.for the stu3y of^glohal governance XTotal full-time enrollment 
is approximately 5,600; about half of its students are 
postgraduates^ jrf_ i> fr^f" 


* r \ r ■ , _ *>£ 

will of Henry Hunt Hutchinson, who wanted the residue of 

Ills' estate to be spent on socially constructive purposes. 

George Bernard Shaw was also important in the founding 

of the school, which became a college of the University of 

London in 1900. Although Hutchinson, the Webbs, Shaw, 

and other cofounders were dedicated Fabians, the Webbs 

established the principle that the school would offer 

knowledge and interpretation without dogma AJhus, the 

influential conservative Friedrich von Hayek was among 

its five faculty members who have won Nobel Prizes in 

economics^Foreign students have long constituted a large 

proportion of LSE’s student body; in the 1990s about half 

of its students came from overseas former L£E 

students are some two dozen past or present heads of state, 

including presidents and prime ministers.^ • 

wl / /if Jiijj i 

Exercise 13. Say if these statements are true or false. 

Correct the wrong variants. 

’ft"—** 

1. The London School of Economics is situated m the 


centre" of Uie British capital. . f 

2. This"ii^ift^oi^/* fflg^m’ v f§8iTiing specializes both in 
Social scie^^^fncT natural sciences. _ r 

^ 3. S{i?dehfs ancT "i%s€graduat‘es^stu9y the problems of 
gf^Baf^cmioniic ajid^soclfaf d^v¥fbpment, worldwide 
policy and management. ^ 

4. A prominent ' playwright played ah important part in 
est^fisliing the'coftege? 

5. Foreign students are not admitted to the London School 
of Economics. 
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Exercise 14. Work in pairs. Speak about prestigious 
American and British universities and business schools. 
Use the model and information .below. 1 

& s. " h rJ r A' > V ■' l u 

Model. A: Where is Harvard University situated? ** 

B: Harvard^Jriiversity is in Cambridge, Massachu- 
^ — setts. 

A: Who founded the university? 

-Jl: John Harvard. did. . , t 
A: When w^s Harvard University founded? 

B: In 1 6:f6' It is the oldest educational institution 
in the United States. 

A: Does the university have a business school? 

B: Yes. Harvard Busjpesg School is prestigious and 
world-famous. 

^ Stanford University; to the south of San Francisco, 
^California; /Leland Stanford; 1885; Stanford Business 
SciTooT. 

University of Pennsylvania; Philadelphia, Pennsylvania; 
Benjamin Franklin; 1749; a business school. 

London University; London; 1836; London School of 
Economics. 


Exercise 15. How do you feel about getting higher 
education through Distance Learning? Read the 
advertisement about the American University of London 
and say if you would like to study there and why. 
What is the mission of the university and how well is 
it carried out, in your view? 

The American University Of London AUOL, was ori- 
ginally established in 1984 as the American College of 
Science & Technology and became a University in 1986. 
The international distance learning centre was incor- 
porated independently as an On-Line and Distance Lear- 
ning University. The mission of the university is to «to 
bring closer to every student everywhere in the world 
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the exciting prospect of higher education through Distance 
Learning. 

Currently AUOL has six Schools: School of Business, 
School of Information Technology, School of Law, School 
of Education & Liberal Arts, School of English & School 
of Humanities. Each School has its own members consisting 
of a Dean, tutors, assessors and accredited examiners. 

Students from more than 90 countries have registered 
at AUOL. The Alumni are found around the world 
particularly in South East Asia, the USA & Canada, and 
the Middle East & China. 

The university offers 65 undergraduate majors and 83 
minors. AUOL also offers 26 graduate programs in Law, 
Business, Arts, Education, English and the Humanities. 

AUOL has academic co-operation agreements, affiliation 
& representations with a number of educational establish- 
ments in the USA, Canada, Malaysia, China, Greece, Syria, 
Indonesia, Egypt, Spain, Saudi Arabia, Argentina, Hun- 
gary, Iran, Yemen, Taiwan & S. Korea. 

www.americanuniversity.org.uk 

Exercise 16. Work in pairs. Ask your partner what 
foreign countries he/she lias visited and what educational 
institutions offer management education there. 

Model. A: What foreign countries have you visited? 

B: I've been to the Netherlands and Switzerland. 
A: Where can you get management education in 
these countries? 

B: I think you can do Executive MBA programs in 
the Maastricht School of Management] By the way, 
they have a globally networked management school. 
The University of St.Gallen in Switzerland offers 
full-time MBA programs. It is situated just outside 
Zurich, one of the world’s most important financial 
capitals. 


I 
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Exercise 17. Work in pairs. Compare the curricula at 
foreign and Russian universities, institutes or business 
schools. Use the model below. 

Model. A: What subjects do American students take at 
business schools?/ . t,r 

B: They ,t»dy... £***“'’ * ! ' 

A: What about Russian economics students? 

B: They take... 

Exercise 18. Discuss the following topics in class. 

1. The best management education. 

2. The most prestigious higher educational institutions 
in the world. 

Exercise 19. Imagine you would like to study mana- 
gement abroad. Write a letter to the university / colle- 
ge / business school. Consult the Writing Language 
Section. 

1.2. Training of Managers in Russia 

Exercise 1. Focus on the topical vocabulary, 
curriculum [ka nkjulom] [pi curricula [ko'rikjuh]) n — yueo 
huh mian, nporpaMMa ynxiBepcuTeTa, HHCTiiTyra 
department [di'pn:tmont] n — diaKyjmTeT; Ka^e/ipa; ot- 

aejieHne; oraeji 

first-year student [fast jia stju:dant] = freshman [ frefman] 
n aMep. — cTy^eHT-nepBOKypcHHK 
to be a first-year student = to be in one's first year — 
Gbixb Ha iiepaoM Kypce 

second-year student - sophomore [sofomo:) n aMep. 

CTyACIIT DTOpOKypCIIHK 

senior student ['si:nid] — cTapineKypcmiK 
undergraduate [Anda gr*ed3uat] n — CTyneHT nocjiexrae- 
ro Kypca 
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postgraduate ['paust ’grtecfyuit] n = graduate student ac- 
niipaHT 

general sciences [ djenorol] — o6meo6pa30BaTejibHbie Hayicxt 
(the) humanities [hjui'masmtiz] = liberal arts ['libsrsl arts] 
pi — ryMaHHTapHtie Haynw 
advertising [jedvataizio] n — penjiaisia 
logistics [lo'd3istiks] n — jionicTHKa; CHa6>KeHiie, MaTepu- 
aJibHO-TexHHuecKoe o6ecneneHne 
computer science [kdm'pju:td,saidns] — HHcJjop\iaTHKa, Ha- 

yna o npeoGpaaoBamm xiHchopMamiH ('SC'* ■ 
production planning [pra'dAk/an ’plamiq] — npon/pon- 
CTueHHoe njiainipoBaHiie 

organization planning [ o:gonai'zeiJon] oprauiwamioH 
Hoe njiaHHpoBaHHe 

risk management — ynpaBJieHHe pwc.Kaivrw 
insurance [in'/uaransj n — crpaxoBamie 
enterprise management r # entapraizl — ynpaBJieHHe npen- 
lipilHTUeM 

project management [prnd^kt] — ynpaBJieHHe npoeKTOM 
real estate [ rial is' text] — HCABioKiiMoe iiMymecTBO, iie/mH- 

>KIIMOCTL 

realty ['rialtij n — HeaBiiacHMoe HMymecTBo 
labour law [ leibaj — Tpy/joBoe npnno 
quality management [kwoliti] — ynpaBJieHHe KaqecTBOM 
quality audit [kwoliti 'xdu] = quality check [tfek] = quality 
control [kon'troul] — KOHTpoJib KanecTBa, iipoBepna Ka- 
necTBa 

realtor [ rialta] n aMep. — areHT no npona^fee HeABH>KiiMocTn 
marketing specialist [^ma.kitiq 'spc/alist] — MapKe-rojior 
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personnel; complete, completion; leave, school-leaver; aeai, 
dealer; SisCribute, distribution, distributor ;^eaf^ realty, 
realtor.' 


%+ *JT> waft-** i**u* c-^Urs 

Exercise 3. Guess what these international words mean. 

ca-^,x> V „>!.* ,. n «. . /*+*. . 

Economics, management and business training; market 
economy; the private sector in the economy; economics 
departments at universities, institutes and colleges; 

1 n tc r n a t io^ a pa g e r s ; business correspondence; ^ docu- 

ments; the formal style of communication; the' leading 
centre of culture in Russia. 

Exercise 4. Complete the sentences with the prepositions 

after , as, at, by, in, of, on, to where necessary. 

1. : present ftiere are a lot ql_ higlmr eSucafiond 

establishments training economist* and managers 
Russia. 2 . Fre*hm?n study such subjects mathematics, 
physics, chemistry, computer science and others. 

3. Mr. Brown is a manager my a bank. 4. She works 
an accountant & affirm. 5. M. the USA university stu- 
dents pay' thftir tuition! 6. The Economics Department 

was founded July 30. lrv 1950. 7. St. Petersburg 
University was established Peter the Great n!724. 

8. Miss Adams is a Bachelor oi_ Management. 9. __ lunch 
he returned the office. 10. Soft drinks are great 
demand summer. 

Exercise 5. Find synonyms in List A and B, C and D. 

Model': a department — a chair . , s u>/ . 

A. A secdiiff-year student: a department; a subject; 
finals; tiiifion; jmportaric& a dissertation; demands; realty: 
a first- year student^ - 

B. Iiistructionrsignificance; a sophomore; a freshman; \ 
a chair; finaR examirfaiions; a thesis; requirements; 
discipline; real estate. 
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Model: to, set up — to establish 

* »■* /* * * * ** 

C. To train; to start a business; to research; to set up; 
to Sve?(faini 2 ig; tomcftu&e; fo'fee pri i il i -u; ; \o continue; 
to be in need of: to be necessary; to take management. 


a T/Srnee; to study management science; to be highly 


regarded; to go on; to deliver training: to comprise; to 
need; to be a must. 


Exercise 6. Read the following word combinations and 
give their Russian equivalents. 

Firms midpoint 3^ntur?sTto &m&ndof \ .to 


law;* office work 

7 t^ defend a * 1 — * 


»sis; to receiveja 

MO? . -w 

rvAA» trt hn in rT**n o f 


demand; to he highly 


course 


Exercise 7. Complete the sentences with the proper 
forms of the verb to be. Consult § 35 (Reference 
Grammar). 

1. Now we XfC economics students. 2. My friend 
good at sciences at school. 3. Hurry! You y , to go there 
at once. 4. She _r^_ to come to my place tomorrow. 5. I Oa^a 
interested in management. 6. Who • ^ to blame? 7. My 
girl-friend s > ) { 20 years old then. 8. Mr. Brown S in. 
He’s waiting for you. 9. You’re mistaken, he ic, a talented 
engineer. 10. \!i\ cyou at home yesterday? 11. It V'-, 
difficult to find a good job now. 12. The money A on the 
table. Take it. 


Exercise 8. Read the text and compare management 
training abroad and in Russia. 
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6/cA*t 


U<yc{r£*ttc* f rr ~rcc* 

Training of Managers in Russia 


At present a proper economics, management and busi- 
ness' emfc8tfon w is ^of great importance for this country. 
Russia has rnaSe a traiisitioif fo maricel ^onomiC'Busmess 
1 ■ " :> i ;l- . M a?!\ uid joint venfiirft^ llave 

toM '.At' ifl "a .mrwnSte- r +rpfrfi . t , KC m ,X.&U'..fu' . i 


economists, managers and other specialists. 

At present the system of education is changing to meet 
the demands of the economic development of the country.- 
In Russia economics, business and management are 
mostly studied in economics departments at universities, 
institutes and colleges. There are also business schools in 
big cities. In some educational institutions students pay 
for their tuition, in others education is free of charge. 


Economics departments at universities and institutes 
award degrees or diplomas in management, economics, and 
accounting. The curricula include general subjects, humanities 
and specialized subjects. First and second-year students take 
mathematics, physics, chemistry, computer science, social 
sciences and a foreign language. English is a must for 
international managers. At English lessons students study 
Business English — the language of husiness correspondence, 
documents and the formal style of communication at work. 

Senior and undergraduate students study a lot of spe- 
cialized subjects, such as economics, marketing, adver- 
tising, management, statistics, logistics, finance, banking, 
accounting, production planning, organization planning, 
realty, labour law, office work, business correspondence 
and others. Students have training in offices, banks, 
factories and shops. Graduates are qualified as economists, 
managers, accountants, etc. 

^After graduation people who are interested in research 
can take a post-graduate course in economics and mana- 
gement. Jhey do research in financial management, busi- 
ness management, organization planning, etc. After two 
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or three years of studies postgraduates defend a disser- 
tation and receive a candidate's degree. People can continue 
with their research for some more years, defend a 
dissertation and take a doctor’s degree. 

The oldest and most prestigious state universities are 
in Moscow and St. Petersburg. There are famous classic 
universities in Rostov-on-Don, Krasnodar, Voronezh and 
other cities. University graduates are in great demand in 
the country .J_ 

Moscow University was founded by Mikhail Lomonosov 
in 1755. Now it is one of the leading centres of learning, 
science and culture in Russia. At present Moscow University 
has 29 faculties. The Economics Faculty was established in 
1941. A. I. Churov, A.Y. Boyarsky, V. S. Nemchinov, 
K. V. Ostrovityanov, S. K. Tatur, N. A. Tsagolov and other 
prominent economists worked at the university. The Eco- 
nomics Faculty trains economists and managers. Besides 
general subjects, students take such specialized disciplines 
as economics, banking, finance, marketing, risk manage- 
ment, enterprise management, project management, per- 
sonnel management, insurance, etc. 

St. Petersburg University is the oldest university in 
Russia. It was established by Peter the Great in 1 724. The 
university is highly regarded in the country and abroad. 
It ranks among the ten top universities in the world. 
St. Petersburg University has many faculties, among them 
the Faculties of Economics and Management. 

South Federal University (formerly Rostov State Uni- 
versity) is one of the oldest higher schools in the south of the 
country . It was founded in 1870. In 1965 the Faculty of 
Economics and Philosophy was established, in 1970 it was 
divided into two independent faculties. The Faculty of 
Economics trains economists, marketing specialists, region 
specialists, economists-mathematicians, economists-managers 
and managers. The training is delivered in economic theory, 
international economy, finance and credit, taxes and taxation, 
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accounting, analysis and audit, marketing, region studies, 
anticrisis management, personnel management, and 
organization management. 

Moscow, St. Petersburg. Rostov and other old classic 
universities award a bachelor’s degree and a master’s degree 
to their graduates. Full-time students usually earn a 
bachelor’s degree after completing a four-year course of 
studies and defending a degree paper. They are qualified 
as Bachelors of Management or Bachelors of Economics. 


Students receive a master’s degree after completing a six- 
year course, that is they study two more years after taking 
a bachelor’s degree. Graduates are qualified as Masters of 
Management or Masters of Economics. 

At colleges and business schools students take business 
studies, management studies, real estate, advertising, 
bookkeeping, quality management and audit and other 
subjects. College graduates and school leavers work as low 
level managers, dealers, distributors, realtors, quality 
controllers, etc. 


Exercise 9. Find in the text the equivalents of these 
words and word combinations. 

B HacTomnee BpeMH; xopomee o 6 pa 30 BaHne b oojiacTH 
okohomhkh, MeHeA>KMeHTa ii pK&ieca; (jMKyjnyreTid okoho- 
miikii; cryflcnTbi neps£fit*H BTotoux xypcoB; oyxrajiWpc- 

. . -*< ?.ci •<->*<- 


npaKTHKy b yupeHtACHiinx; BbiflatomnecH skohomhctu; 
ca.Moc^oHTenbHLie (paKyjiBTeTH ; ooyueHire; periioHOBeaemie; 
3auniifiarb flnnJioMHyio paboTy; BkirtyCXHiiKn KOjmeA«eH 

,v„ v , u*> ~ 


i KOJUieAHtej 


h iukoji; MarRcrp ynpaBJieHiin; Marncxp bkohomukh. 


Exercise 10. Answer the following questions in pairs. 

1 . Where can people get management education in Russia? 

2. What specialized subjects do economics and manage- 
ment students take? 
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3. What famous universities do you know? 

4. What qualifications do graduates get? 

5. What degrees do students receive? 

6. Where do students get through practical training? 

Exercise 11. Work in pairs. Speak about the demand 
for specialists and products in Russia. Use the model 
and list of words below. 

Model 1. A: What professions are in great/little demand? 

B: Bookkeepers are in great demand. Lawyers 
are in little demand. 

Accountants, teachers, doctors, managers, economists, 
engineers, fashion designers, workers, builders, pro- 
grammers. 

Model 2. A: What goods are in great/little demand in 
summer/ win ter/all seasons? 

B: Sunglasses are in great demand in summer. 
Winter clothes are in little demand in summer. 

Coats, raincoats, shoes, boots, umbrellas, sweaters, 
hats, caps, tights, bathing suits, toys, strong drinks, soft 
drinks, fruits, vegetables, music centres, televisions, 
computers, videos, mobile phones, stationary goods, 
hooks. 

Exercise 12. Work in pairs. Speak about the academic 
degrees awarded at Russian universities. Use the model 
and information from the text. 

Model. A: Do universities award degrees or diplomas in 
management? 

B: Old, classic universities award... New universities, 
institutes and colleges give... 

A: What degrees do students receive? How long 
do they study? 

B: They study... for a bachelor’s degree... 
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Exercise 13. Write about a famous Russian university 
which provides management education. 

1.3. Alma Mater 

Exercise 1. Focus on the topical vocabulary, 
alma mater [, zelma meita. - marts] n .mm. — ajibMa-MaTep 
( Oyxe . MaTb KopMamaa), cmapimnoe mueanue ynueep- 
cumemoe 

enrollment [m'rsulmant] n = student body ['bodi] — Ha- 
bop, KOJIHHeCTBO (npHHHThlX CTyfleHTOB); KOHTHHreHT 
CTyAeHTOB 

standard of teaching [stcendad av'ti:tfig] — ypoBenb npe 

nOA&B&HHH 

to provide [pra'vaid] v — ooecneunBaTb 
skilled [skild] a — yMe.ibiH, KBajimJmuHpoBaHHbiii 
teaching staff fthtfig ‘sta:f] — rrpocpeccopcKO-npenoAaBa- 
TeJIbCKHH COCTaB 

the head of the department [di'pa.tmant] — 3aBe,ayK)iniiii 
Ka<peApoft 

faculty [feekolti] n. — (JiaKyjibTeT 

extra-mural I'ekstra'mjuarsl] a — oaomiLiii hjih Be T iepmiii 
(o ^aKyjibTeTe) 
dean [dim] n — ackuh 

to involve [in'volv] u — BKjnouaTb b ce6a; 3aK;nouaTb f co- 
AepxcaTt; noApaaynieBaTb 

to be involved with — 6brrb 3aHHTUM, 3amiMaTbca 
full-time students Lful'taim 'stjurdants] — CTy^eHTbi ahcb- 
Horo OTAeJieHHH 

part-time students Lpart'taim] — cryAeHTbi 3aoHHoro hjih 
BenepHero otacjichhh 

to qualify as [kwolifai dz] — npucsaiiBaTb KBaiiii({)HKai;Hio 
to deliver lectures on smth [di'hva'lektfoz] = to give lectures 
on smth — uirraTb JieKUHH no KaKOMy-Ji. npenMeTy 
credit test [ ' kredit' test] n — 3aneT 


l 
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Lte; corrWffciVdence; academic; credit tests: lecture 

Sports grdtihdV banks; computer classrooms; 
-r 


laboratories; gynniasfums; private companies. 

Exercise 4. (Complete the sentences with the prepositions 

in. at. of. to. with. on. afte^r where necessary. 

1. My friend left school two years ago. 2. My 

brother graduated the institute^ 1995. 3. I live 
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ft- the centre '< the town. 
Moscow University. 5. The j 
the director. 6. Let’s meet * ' 




new block of flats 
4. My mother studied _ 
institute is headed ^ \ 

the entrance the fwrk. 7. My family consists 

four persons. 8. The head the Foreign Languages 
Department is-*. I. A. Tishchenko, Associate Professor, 
Candidate ' T Sciences (Pedagogics). 9. The Economics 
Faculty and the Management Faculty are involved * v 
full-time students. 10. My brother studied _ 
correspondence. 11. I like Prof. Pavlenko’s lectures OVV 


economics. 12. I dream CtW ft working ~\ a big company 
^ graduation. 13. They got married — last winter. 
14. We took our entrance exams K July. 


Exercise 5. Find synonyms in List A and B, C and D. 

Model: Science and technology — science and engineering 

A. Construction; machines; an enrollment; a staff; a 
higher school; a storey; science and technology; hum^ni&es; 
an extra-mural facility. 

B. A higher educational institution; science and 
engineering; liberal arts: an evenm^ faculty; machinery, 
a floor; a correspondence faculty; a student body; building: 
personnel; a higher educational establishment. 

Model: to organize — to arrange 

C. To be sj.fctfa.ted; to ocpdpy; to found; to tram; to 
consist of; to organize; to be involved with, to study by 
correspondence; to be a first-year student; to head the 
department: a terfii; to study subjects; to complete; to be 
a second-year student. ^ 

D. To establish, to deal with; to be a part-time student; 
to be a freshman; to be a sophomore; to be in charge of the 
department; to be hodsed; to educate; a semester; to take 
subjects; to finish; to be located; to arrange; to incorporate. 


Exercise 6. Read the following word combinations and 
give their Russian equivalents. 
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To be situated; to occupy a building; a memorial 
plaque; at the entrance; in memory of; to be founded; to 
provide a high standard of teaching; a skilled teaching 
staff; the total enrollment of students; a higher school; a 
higher educational establishment, a higher educational 
institution; to hold a post; to incorporate the departments 
of economics and management; social sciences, general 
sciences; exact sciences; specialized subjects; part-time 
students; full-time students; the^head of the department; 
qualified lecturers; to deliver lectures; to get practical 
training, to be over; to take exams/ credit tests; to pass 
examinations/credit tests; to sit an Sxam; to read for an 
exam; to be sitting for an exam; to fail an exam; a course 
of study; to get grants. 


Exercise 7. Form the degrees of comparison of these 
adjectives and adverbs. Consult § 4 (Reference Grammar). 
Model 1 : Big — bigger — the biggest 
Fine, large, wise, hot, tall, sad, quick, hard, young, 
big, kind, warm, fast, long. 


1^2: happy — happier — the happiest 
Busy, wd&lthV, happy, lazy, dirty. 

Model 3: simple — simpler — the simplest 

Simple, narrow, clever. 

Model 4: beautiful — more / less beautiful — (the) 
most / least beautiful 

Difficult, interesting, beautiful, dangerous, important, 
virtuous, helpful, ialiiabfe, prominent, inf R^tial, successful. 

Model 5: seldom — more seldom — ;moat seldom 

Often, seMjom; warmly, fa^ely, wisely, beautifully, 
slowly, virtuously, dangerously. 


Model 6: bad / badly — worse — (the) worst 
Good / well, little, late, old. far, many / much. 
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Exercise 8. Choose the correct form of the verb in 
brackets. Consult §§ 6-13 (Reference Grammar). 

1. Important documents (keep / arc kept) by the 

secretary in the safe. 2. The manager (told / was told) 

us about his business trip to the USA. 3y The exhibition 
_ (organized / was organized) by five famous trading 

companies. 4- Russia (have //"has) trade relations with 

many countries. W You (will inviteV will be invited) 

to the party. £. My colleague said that he . (^will phone / 

would phone) me the next day. K N (hold / 

are held) before signing contracts. My boss often 

(speaks / is spoken) at different meetings, ft. The delegation 

(met/ was met) £t the jp'pojt. k0. Many foreign 

companies (participates / participated) in the' /air. th. 

The secretary said that the manager (would be 

informed /<^yi]_l_J)e informed)' about the date of the 

conference. 12. When the director (will come ££ome^> 

I will let you know. 

Exercise 9. Read the text about a technical university 
and find out how the educational institution is managed. 
Compare its organization structure with that of your 
university / institute. 

My University 

7 .. . -V fc-V 2t'OL%C\ » i J-X-iCiAjL [ 

rm aii economics student at a technical university. 
The university is situated in the centre of the city. It 

square in front of the university. 

The university was founded in 1958. It was established. 

. . ... ...... . /<?•/>* /Uy 

for training engineers for different industries ol the country. 

At present the technical tmive'rsity is one of the most 

important higher schools in the city. Engineers for dif fereift 

branches of industry, economists, lawyers, managers and 


occupies a big, OeauSful fi ve-storoyrd liu ihl ing of grey 
stone. There is a plaqhc’ at the entrance. in memory of its 
founders. On weekdays vou c’an See a lot of students in the 
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other specialists are trained at the educational establishment. 
The high standard of teaching is provided by the skilled 
teaching staff. The total enrollment is about 5,500 students. 
The university is headed by the rector. 

There are five faculties in the higher educational in- 
stitution. They are the Faculty of Mining and Construction, 
the Faculty of Mechanics and Technology, the Faculty of 
Humanities and Economics, the Faculty of Extra-mural 
and Distance Learning and the Faculty of Additional 
Education. The head of each faculty is the dean. Each 
faculty has a group of related departments. 

The Faculty of Mining and Construction incorporates 
the departments of mining, mineral dressing, geology and 
surveying, construction, technical drawing. The Faculty 
of Mechanics and Technology consists of the departments 
of mining machines, electrical engineering, physics, 
automobile engineering and chemistry. The Faculty of 
Humanities and Economics comprises the departments of 
economics and law, management, social sciences, foreign 
languages, and physical training. 

The Faculty of Extra-Mural and Distance Learning is 
involved with part-time students. Some students attend 
classes twice a week, others use the Internet in their studies 
and come to the university twice a year. Part-time students 
combine studies with work. 

The Faculty of Additional Education organizes refresher 
courses and additional courses for graduates of higher 
schools. 

The Department of Economics and Law was established 
in 1993. Economics students study general sciences, 
humanities and specialized subjects. They take mathema- 
tics, physics, chemistry, technical drawing, and computer 
science. Students also study social sciences and foreign 
languages. The qualified lecturers deliver lectures on 
economics, accounting, advertising, marketing, statistics, 
logistics and management. 
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The academic year consists of two terms. The first 
term starts in September and finishes in December, the 
second one begins in February and ends in May. 

At the end of each term students take credit tests and 
examinations. The examination periods are in January and 
June. Those wT7o do well at their exams get grants. Students 
get professional training in July. They work in offices, 
banks and mines. The students are on vacation in August. 

The term of full-time tuition is five years. After 
completing the course of training and passing final exams 
young people are qualified as economists, managers, 
engineers and lawyers. After graduation from the university 
they work in banks, plants, mines and private companies. 

The university has a lot of lecture-halls, computer 
rooms, well-equipped laboratories, a gymnasium and a 
sports ground. There is a library and a reading room runs 
by professional ibrarians. The university has photocopying 
facilities, computers, scanners and printers. Meetings, 
conferences and concerts are held in the assembly hall. 

, Li , c Exercise 10. Find in the text the equivalents of these 
words and word combinations. 

■ 

B naMHTt o6 er6 ocHOBaTejiax; pa3^n^iHLie oTpacjnr npo- 
. of MbiuuieHHocTH c?paHhi; BV3Bi; b ynefeHOM 3aBe^eHim; rop- 
Ho-CTpoMTe.ibHLiii cJjaKyjibTeT; MexamiKO-TexHOJiorwHecKiiM 
(J^aKyjibTeT, ryMaHiiTapHo-aKOHOMiiuecKiiM cpaKyjibTeT; $a- 
KyjibTeT 3aoHHoro ii AiiCTaHqnoHHoro o6yueHnn; (JjaKyjib- 
tct AonojiiiHTejiLHoro oopa30BaHna; poactbc h H ue Ka<j>eA- 
pbi; DJieKTpoTexHHKa; aBTOAeno; oomecTBeHHbie Haynn; 
BKJiiouaTb; nocemaTt ypoKii; ABa pa3a b HQKe;iio; coueTaTL 
ytteoy n paooTy; yvedHbiii ro a: KonupoBajibHaa TexHicca; 
aKTOBbiH 3an. 


Exercise 11. Answer the following questions in pairs. 

1. Where is the technical university situated? 

2. When was the university founded? 
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3. Who heads the university? 

4. How many faculties are there in the university? 

5. What faculties does the university include? 

6. Who heads each faculty? 

7. When was the Department of Economics and Law 
established? 

8. Where do economics students get practical training? 

9. When do students take examinations and credit tests? 

10. Where do young specialists work after graduation? 

1 1. What is your alma mater? 

12. How do you feel about being a student here? 

Exercise 12. Work in .pairs or in small groups. Speak 
about the structure of faculties at your university / 
institute. Use the model and active words. 

Model. A: What departments does the Faculty of Huma- 
nities and Economics incorporate? 

B: It comprises the departments of economics, 
management, law, social sciences and psychology. 
The Department of Foreign Languages belongs to 
the Faculty of Humanities and Economics, too. 

Exercise 13. Work in pairs . Speak about academic 
disciplines you are interested in. Use the model and 
active words. 

Model. A: What subjects are you interested in? 

B: I am interested in exact sciences. I also like... 
What about you? 

Exercise 14.) Write a letter to your pen-friend, describe 
you r^mstitute / university. Consult the Writing 
Language Section. 


2 3a* 327 
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1.4. Management Students 

Exercise 1. Focus on the topical vocabulary, 
secondary school [ sekandan] — cpe/iHHH liiKOJia 
to finish school with honours - to leave school with honours 

[ Dlldz] — OKOHHHTb niKO.riy C OTJIHUHeM 

to enter an institute / university ['onto an 'institju: t] — no- 
crynHTt b HHCTHTyT / yiniBcpcnTCT 
to take economics f ukd'nnmiks] — noynaTb aKOHOMUKy 
major ['meidja] n — ochobhoh npegMeT cnen;HajiH3aunH; 
cry^eHT, cneu,nanH3npyK)imiiicn no KaKOMv-ji. npeg- 
MeTy 

minor [ maina] n — BTopocTeneHHbiii, He ochobhoh npen- 
MeT; a bto pocTe ne hh w ii ; o — imyuaTb b KauecTBe bto- 
poH cneuHa.itHocTH 

speciality [, speJYaditi] n — cnemiajibiiocTb; cnemiajin3a- 
IIHtf , OCHOBHOe 3aHHTHe 

specialization L spe/alai'zeijan] n — cnemiajiimamiH 
to specialize in smtli [ spejalaiz] = to major in smth — 
cnennajiHsupoBaTBCH b kskoh-ji. objiacm 
management and administration — opraHH3annH npon3- 
BOACTBa h aflMiimicTpaTiiBHoe ynpaBJiemie 
to be good at languages / mathematics [Taeggwicfjiz / 
mseGi msetiks] — 6 i>itl crioco6FibiM k H3LiicaM / MaTe- 
MaTHKe 

to support a family [so pat] — co,nep>KaTb ceMtio 
salary ['safari] n — >Ka.7ioBaHbe, ok.tsa 
seminar [semina:] n — ceMmrap 

to have an excellent mark in an examination = to get an 
excellent mark in an examination [eksobnt ma:k] — 
nojiynaTb OTjmmryfo oueHKy Ha 3K3aMeHe 
satisfactory [ s^etis'fa^ktan] a — yz3,oBJieTBopiiTejibH.bi£i 
term paper [ t3:m peipa] — nypcoBaa paooTa 
research [ri's3:tf] n — HccjieAOBaTejibCKaa pabora; a — 

HCCJieAOBaTGJiLCKiiii; v HCCJieAOBaTt 

to do research into — npoBOAHTL HCCJienoBaHne 
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researcher [riVjnJa] n — HccjieAOBaTejib 
scientific supervisor f saian ' tifik 'sjiupavaiza] = scientific 
adviser [ad'vaiza] — nayHiibiii pyKOBOAHTejn. 
to mix with people [nuks] — ooinaTbcn c jiioalmh 

Exercise 2. Try to understand the meaning of the 
derivatives. 

iVO , n'0'(UV '\ 1 ‘V : w'V v * ••W ,w 

Second, secondary; enter, entrance; prospect, pro- 

Tv, i n. p , . : . * . , i , •• ±’- 


supervision; defend, d eiVi.ee; mix. mixer, rnfx&re. 

Exercise 3. Guess what these international words mean. 

The Faculty of Humanities and Economics, a speciality, 
to specialise in mrjiagvinejit and administration, a private 
company, the economy of Russia, a course m economics, 
lectures, classes, seminars, modern methods, Journals on 

10 mi cs ?fii 3 rnimfagenient, a professor, a candidate, a 
lecturer. 

Exercise 4. Read the following word combinations and 

give their Russian equivalents. 

pftjuOMHSM OMBJkm** UijuJtv «v< • ' 

To be born: to finish secondary schopi; .to enter an 


sperousr private company; to be married; to support one s 
f. mrfy; to get a safai > attend lectures; to 

get excellent marks; to 1 marks; to give "satis- 

factory marks; to be sure: tc 5 make a good economist; to 
get a good job; to introduce oneself; to graduate from an 

,va . ■<;. •o.'-B’xKtirt’u. ruifi , 


institute; to do a post £ra'cffike 
rcsearcV Methods; a 


r 9 t#fi 


stip^visor, 1 4O aefend a 


2 * 
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Exercise 5. Read these sentences and express the same 
in Russian. 

/ li { •/ , 

1. What higher school did he enter? He entered Rostov 

"•V n . • - , « 


in advertising, f>. I’m going to be an economist. 6. Re took 
in ftYanageihent iim •.■•• rsify. 7. IV ‘f is a 

* pelff af is't /in iiftm lig. 8 . I’iifia* 1 a v! ye rtfff p re!/ ess ion. 

9. f r g'(ft' , a satisfactory mark in accdimfing. lO.lVfiave 
paper. 11. The monitor of the group wa 
sumnaoneatQ^iie dean's office, 12. r did some researcfi'on 
tlie economic situation in the Rostov region. 13. My friend 
won a scholarship to this school. 14. I decided tnat'nly 
future lay in management. 

Exercise 6. Complete the sentences with the proper 
forms of the verb to have / have got. Consult §37 
(Reference Grammar). 

1. She Oftftr a cassette-recorder. 2. We hpiC fun at the 

party last week. 3. . you __ any money on you ?— y/ 

Yes, 1 1' * *1 some. 4. you any relatives iA the city? 

Yes, I 1 _. My aunt and uncle live in the suburb. 5. As a 

rule, my mother to get up parly in the morning. 6. Peter 

was on duty yesterday. Hev Afc> to come earlier. 7. a 

look at this house. It’s very beautiful. 8. She a 

toothaclife. 9. I’m not hungry. I a snack. 10. you 

1 a good flight? 11. i' 1 > you breakfast? — Not yet. 

12. Join us. I’m sure we > a very good time in the 

country. 13. Don’t be late. He tr little time. 14. When 
she was young my sister to work hard. 

Exercise 7. Say what things you have got in your room 
and what they are used for. Use the words from the 
list below. 

Model: I’ve got a computer in my room. I use it in my 
studies. 
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A television, a stereo, a computer, a calculator, a 
walkman. CDs (compact discs); DVDs (digital video discs); 
a camera, films; a bookcase, a bookshelf, a sofa, a wardrobe, 
chairs, armchairs. 

Exercise 8. Work in pairs. Speak about things you have 
got with you; things you have got at home; relatives 
you have got in the town/city. 

Model: A: Have you got your book on management with 
you? 

B: Yes, I have./No, I haven’t... 


Exercise 9. Say what you have (got) to do and what you 
don’t have (haven’t got) to do. You may either use the 
word combinations from the list below or give your 
own variants. 

Model: I have (got) to get up early on weekdays. I don’t 
have (haven’t got) to get up early on Saturday and Sunday. 

To combine work with study; to cook meals; to go to 
the library every day; to ask for my friends’ lecture notes; 
to work hard; to work independently; to stay at home in 
the evening. 

Exercise 10. Read the following text about students. 
What do they have in common? What are the dif- 


^ ferences? , , v M 

Tkh * W Miry w° v . 

Management Students 


QfrJ; 

Ilello! Pm Valery Kotov. Pm 21. I was born in Shakhty 
in 1989*i f rii%£& married. I live with my parents and my 
younger brother. My father is a'tawyer. My mother is an 
accoim'tant. Mv brother is 10 years old. He goes to school. 
He is'lii fheWrth form. 1U Us 1 

I finished sectM&ary school with honours. In 2006 
I entered 'a technical university. I study lun time. Now 
I’m a fourth War student. I study in the Faculty of 

CIS 
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Humanities and Economics. I take economics. I’m going 
to be a manager. My specialization is the Economy of 
Mining Production and Geological Prospecting. I hope to 
specialize in management and administration in my final 
year, Ido well at the university and get a grant. My 
favourite subject is management. I‘m good at English, 
too. After graduation fcpm the university Td like tp work - 
as a manager in a 'mine or in a bank or in a 'jlfesp 
private company. 


I’ve goi a friend. His name is Alexander Smirnov. He’s 
twenty-four years of age. Alexander is married. He’s got a 
wife and a daughter. Alexander lia^K support his family. 
He works as' a shop-assistant in a small shop. His salary is 
not very high. My friend works on Monday, Tuesday, 
Thursday, Friday and Sunday. His working day bejan^pt 


f very high. My friend w< 
rsdav, Friday and Sunday. 


7.30 a.m. and ends at 4.00 p.m. Alexander is a part-time 
student at our university. He’s in his sfeofficfyear. Alexander 
takes a course in economics. His specialization is EmeLprise 
Management. lie (jpes to the university twice a week: on 
Wednesday and Saturday. My friend at ten#? lectures, classes 
and seminars. After each term he sits examinations. He 
usually has excellent, and good marks in allsubjcfets. Alexander 
is seldom given satisfactory marks in examinations. He never 
gets bad marks. His term papers are also very goQd. ; 

I’m sure he will make a good manager. He hc^ies to get 
a good job after graduation. 

fa * 1 1 

Let me introduce myself. My name is Yelena Maslova. 
I’m twenty-three years old. I’m from Novocherkassk. 
I graduated from Sojith Russia State Technical University 
in 2007. I’ni doing a postgraduate course in economics. 
I study full time. I Attend lectures and seminars for 


. 1 m doing a postgraduate course in ec 
full time. I hi tend lectures and semi 


economics. 


seminars for 


postgraduate, students. My lecturers and teachers help me 
to learn modern research methods. 4 1 rend journals and 
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books on economics and management. My special field is 


in t he Rostov Region^y ‘scientific - or is B. V. Pet- 

rov, Associate Professor, Candidate of Science (Economics). 
I dream of’Se^en«in m my the? island working at the urn- 
ve r ? i t y mix with people. I’m fond 'of research 
work._I want to be a good lecturer. 

i K 

Exercise 11. Find in the text the equivalents of these 

words and word combinations. , i i 

tkiin'fa iwwooe^-rv ft 


xi3yuaio sKOHOMHKy; ryMaHHTapHO-SKOHOMinecKini cpaKV/ib- 
TeT; sKOHOMiiwa ropHoro npoH3BoncTBa n reo.ioropaoBetf- 
kh; xopoino y^ycb b ^HiiBepciiTere; irpo/pjaeu,; cTy^eHr- 
ne repHUK; yiipaimcHiH 1 i:pe:;npiiaTiic.M; icypcoubie paGoxbi; 
noceiitaio ;ieK;uiiii h ceMKHapw; acmipaHThi; iipenogaBaTe- 
jih; iiccjiehoBaTenbCKne MeTOflbi. 

Exercise 12. Answer the following questions in pairs. 

A. 1. How old is Valery Kotov? 

2. What does he do? 

3. Is Valery a full-time or part-time student? 

4. What year is lie in? 

5. What’s his specialization? 

6. Does he do well at the university? 

B. 1. Where does Alexander Smirnov work? 

2. Is his salary high? 

3. Has he got a family? 

4. Why does he have to combine study with work? 

5. Is Alexander in his final year at the university? 

6. Is he a good student? 

C. 1. Where is Yelena Maslova from? 

2. When did she graduate from the university? 


40 AHmuiiCKMii flnn bakajiabpob mehejpkmehta * 

3. Why is she doing a post-graduate course? 

4. What’s the subject of her thesis? 

5. Who’s her scientific supervisor? 

6. What are her plans for the future? 

Exercise 13. Act out the dialogues. 

( — - — 

1 . — What is your first name, please? 

— I’m Alexander. 

2. — Tell me your last name/family name /surname, please. 
— I’m Stepanov. 

3. — Who are you? 

— I’m Svetlana Baikova. Call me Sveta. 

4. — How old are you? / What’s your age? 

— I’m eighteen years old. 

5. — Whatjiate is your birthday? / When is your 
birthday? 

— It’s on the tenth of April. 

6. — When and where were you bom? 

— I was born in Kamensk, Rostov region, in 1989. 

7. — What nationality are you? 

— I’m Russian. 

8. — Are you married? 

— I’m married. / I’m not married. / I’m single. 

9. — Where are you from? 

— I’m from Shakhty, Rostov region. 

10. — What’s your address? 

— My address is 12, Dachnaya Street, Shakhty, Rostov 
region, 346500, Russia. 

11. — What’s your telephone number? 

— My phone number is 2-75-23. Call me, please. 

12. — What do you do? 

— I’m an economics student. 

13. — What higher school / higher educational institution / 
higher educational establishment do you study at? 

— I study at South Russia State Technical University. 

14. — Do you study full time or part time? 

— I study full time / part time. 
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15. — What year are you in? 

— I’m in my first year at the institute. 

15. — What faculty are you in? 

— I am in the Economics Faculty. 

17. — Who’s the dean of the Economics Faculty? 

— The dean of the Economics Faculty is A. A. Privalov, 
Professor, Doctor of Science (Economics). 

18. — Who is the head of the Economics Department? 

— The head of the Economics Department is Professor 
A.P. Petrov. 

19. _ What’s your specialization? 

— Financial Management. 

20. — What subject are you majoring in? 

— Management. My minor subject is accounting. 

21. - What subject does he major in? 

— Business Administration. 

22. — What’s her major? 

— Personnel Management. 

23. — What are types of job opportunities for majors in 
Economics and Management? 

— Some careers are economists in factories, plants, 
mines and managers of departments in companies. 

24. — What’s your future profession? What plans do you 
have for the future? 

— I’m going to be a manager / an economist / a lawyer. 

25. — What specialized subjects do you study at the 
institute? 

— I study management, economics, logistics, statistics, 
accounting and other subjects. 

26. — What subject are you good at? 

— I’m good at accounting. 

27. — What is your favourite subject? 

— My favourite subject is economics. 

28. — Do you get a grant? 

— Yes, I do. In the first term I did well at my exams 
and credit tests. That's why I get a grant. 
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29. — What is the subject of your term paper? 

— It’s «The Economic situation in the Rostov region#. 

30. — Would you like to do postgraduate work? 

— Yes, I’d like to go on with my research and do 
postgraduate work. 

-*-31. — What is your hobby? 

— Going in for sports. 

' r ' . — Which sports do you like doing? 

— I’m very keen on aerobics. I don’t mind jogging. 

— Which sports do you like watching? 

— Gymnastics. And what about you? 

I’m not sports crazy. 

32. Are you into music? 

— Oh, I’m addicted to music. I play the electric guitar 
and sing in a band. 

33. — What sort of music do you like? 

— I prefer classical music / rock music / jazz / disco / 
reggae / rap / hip-hop. But I’m not very keen on 
country music. I don’t like opera music at all. 

34. — Do you often go to clubs? 

— Yes. I go to clubs either with my friends or on piy 
own. I enjoy club music. 

Exercise 14. Work in pairs. Speak about your age, place 
of residence, date of birth; place of work / studies, 
year at the institute / university, favourite subjects, 
specialization, plans for the future, interests. 

Exercise 15. Tell the group about yourself and your 
studies. 

Exercise 16. Speak about your day. Use the words and 
word combinations below. 

To get up; to wake up; the alarm-clock; to ring; to air 
the room; to switch on the radio / television; to do my 
morning exercises to music; to go to the bathroom, to clean / 
brush my teeth; to shave; to wash; to dress; to cook 
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breakfast; to lay the table; to have breakfast; to go to the 
institute / university; to take a bus / tram / trolley-bus; to 
go by bus / tram / trolley-bus; to go on foot; to be (not 
very) far from my house; it takes me half an hour to get to 
the institute; to study economics^ management; to have 
classes / lectures; to have breaks; to have a snack at a cafe / 
canteen; to have dinner at home; to do homework; to do 
housework; to go to the library; to read 

books; to ^^tireS; to watch TV; to go to the theatre / 
cinema / club; a date; to 

take the girl home; to return home; to have supper; to 
have / take a shower; to have / take a bath; to go to bed. 

Exercise 17. Imagine you would like to have an e-friend 

from the United States. Write an e-mail about yourself 

and your studies. Consult the W riting Language Section. 

Exercise 18. Role-play. 

1. Roles: two friends. 

Two friends who haven’t seen each other for a long 
time meet in the centre of the town. One of them studies 
at Moscow University. lie / she has just come to his/her 
home town on holiday. The latter studies at a local institute. 
The friends are glad to see each other. They speak about 
their studies, leisure, plans for the future. 

2. Roles: a school-leaver and a student. 

A school-leaver comes to a university. He / she wants 
to get information about the university and specializations 
offered here. He / she is not sure which higher educational 
institution in the city he / she will try to enter. The school- 
leaver sees an acquaintance of his / hers in the hall. The 
latter is a third-year student at the university. He / she 
studies in the Economics Department. The school-leaver 
asks the student questions about the university and its 
curriculum. The student tries to convince him/her to enter 
the university and take a course in management. 
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2.1. Management Science 

o 

Exercise 1. Focus on the topical vocabulary. 

to contribute to [kan'tribjuu] v — cnocooc.TBOBaTt veMy-ji., 
AeJiaTb BKJia^ b 

to give an impetus to [ giv an 'impitas] — noc;iy>KHTB cth- 
MyjioM /yia uero-n., aaTb to.ihok ^eMy-Ji. 
to increase [in'kri:s] v — nosbiinaTb 
wage [weicij] n — 3apa6oTHaa miaTa 

at the turn of the century ['t3:n...'sentfari] — b nauajie 
Bena, Ha nopore HOBoro CTOJieTHji 
labour ['leiba] n — Tpya 

scientific management b saian lifik] — Haytraoe ynpaBJieHiie 
psychology [sarkdady] n — ncHxojiorun 
sociologyb sausi'obdji] n — comiojiorHn 
anthropology [^nOra'potac^i] n — aHTponojiorHH 
the process approach [ prauses] — npoueccHbiH 110,4x04 
the systems approach [ sistomz] — CHCTeMHMH 1104x04 
the contingency approach [kon'tnu^snsi] — cwryauHOHHbiii 
ucjixoh (Gijkg. BepoBTHocTHbiii 1104x04) 

Quantitative [ kwontifantiv] a — KOJinuecTBeHHtiH 
operations research b opa'reijanz n's3:tf] — HccjienoBaHne 
onepamiii 

to improve [im pru:v] v — yjiyvmiaTb, ycoBepineHCTBOBaTb 
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labour productivity ['lciba, prodak'tiviti] — npoHGBOSHTejn,- 

HOCTb TpyAa 

material incentives [ma'tiarial in sentivz] — waTepnaJibHoe 
ct ii MyjnipoB aH lie 

personnel selection b p3:sa'nel sr'lekfan] — ot6op nepcoHajia 
division of labour [di'v^sn av 'leibaj — pa3fleJieHne Tpyaa 
authority [d: 'O oritil n — nojiHOMOune, BJiacTb 
responsibility [ns pnnsa'biliti] n — oTBCTCTBemiocTb, o6a- 

3UHHOCTb 

one-man management — ennHonauajme 

to remunerate [n mjumareit] v — B03Harpa>KnaTb, omia- 

UHBaTL 

remuneration [ri rnjiina'reijon] n — B03Harpa>KAeHHe, 
on.naTa 

order [ o:da] n — nopaaoK 

justice [d 3 AStis] n — cnpaBea-niBocTb 

initiative [I'niJiativ] n iimmuaTiiBa 

to give up ['giv '*p] — 0TKa3biBarbCH 

to humani 2 e [’hjumianaiz] u — ryMaHiintipoBaTb 

creativity [, krrei'tivm] n — TBopuecKiie cnocooHOCTH 

value [' vselju: J n — uchhoctb; u — uemiTb 

proponent [pra'paimant] n — ctopohhiik, 3a«iiTHHK 

to expand [iks'pamd] v pacmupnTb 

application b aspITkeiJan] n — npiiMeHemie 

Exercise 2. Practise saying the proper names. 

Robert Owen [ mbat 'aim] — Po6epT Ovsh 
F rederic W. Taylor ['frednk 'dAbl 'ju: teila] — <t>pe/tepnK 
y. Teiijiop 

Frank and Lilian Gilbrcth ['fra^pk... Tilion ' gilbroB] — fbpsHK 
h JlHjmaH TnjiGpeT 
Henri Fayol — Awpn (fcawo.Tb 

Exercise 3. Try to understand the meaning of the deri- 
vatives. 

Depend, dependent, independent; know, knowledge, 
well-known; appear, appearance; vary, various; represent. 
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representative; exist, existence; invade, invader, invasion; 
begin, beginner, beginning; manufacture, manufacturing, 
manufacturer; introduce, introduction; quantity, quan- 
titative; author, authority; remunerate, remuneration; 
great, greatness; suit, suitable; expand, expansion; apply, 
application; certain, certainly, certainty. 

Exercise 4. Guess what these international words mean. 
To practise management; various periods; emperors, 
the Roman Empire; tsars, generals, officers, governors of 
provinces; various political and religious organizations; 
an effective organization structure; a hierarchy in the 
army; to command legions; the cardinal; the objects of 
management; mathematics, engineering, psychology, 
sociology, anthropology; an analytical method; to manage 
business organizations; personnel selection and training; 
productivity; general and industrial management; to 
formulate principles of management; initiative; corporate 
culture; American industry; to humanize business orga- 
nizations; managerial functions; planning, organization 
and control; management techniques; general systems 
theory; human factors. 

Exercise 5. Read the words with the prefix inter - ( eja - 
umo , Mew-, Mejtcdy -) and say what they meaii.. 

Interact, interaction, interchange, interchangeable, 
interconnected, interdependent, international, interpla- 
netary, interrelated, interrelation, interdisciplinary, in- 
terregional. 

Exercise 6. Read the following word combinations and 
give their Russian equivalents. 

v* v i - 

Management science, management studies, relatively 
young, since ancient times, trade organizations, a strong 
army, a rigid hierarchy, the Roman Catholic Church, to 
introduce economic reforms, to improve the working 
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conditions, to increase the workers’ wages, the English 
Industrial Revolution, to publish a book, a branch of 
knowledge, major approaches to management, scientific 
management, the process approach, the systems approach, 
the contingency approach, a quantitative method, to give 
up the idea, to balance rationality with intuition and 
creativity. 

Exercise 7. Choose the correct form of the verb in 
brackets. Consult §§ 14-19 (Reference Grammar). 

1. The shop-assistant (serves / ser ving) customers 

now. 2. They (were having /(had) their breakfast at 8 

o’clock. 3. Don’t phone mg. I (will work, will be 

working). 4. It (was raining / rains) the whole day. 

§. While the students (will do / were doing) a test, the 

teacher (will be checking / was checking) the students’ 

essays. 6. The customer said that he (would be waiting / 

will be waiting) for the manager. 7. The director 

(comes / is coming)'back tomorrow. 8. It (will be going / 

is going) to rain. 9. We (are going / was going) to the 

disco tonight. 10. What (do you do / are you doing) 

tonight? — Why, nothing in particular. 11. The documents 
(are typing / are being typed now. 12. When the 

manager came in, the terms of delivery (were being 

discussed^ were discussed) by the experts. 13. A new 

shopping centre (is built / is being built) in our street. 

11. The students (are reading / are being read) a text 

about the economy of the United Kingdom of Great Britain 
and Northern Ireland. 

Exercise 8. Work in pairs. Speak about your studies at 
university. Consult the model. 

Model. A: What disciplines are you taking this year? 

B: We are studying... 

t What term paper are you writing? 

I’m preparing a paper on schools of management. 
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Exercise 9. Work in pairs. Discuss the economic 
situation in Russia. Consult the model and list of word 
combinations below. 

Model./ At) Is the economic situation in the country 
improving? , 

' B: I think yes. Business is growing. 

A: You may be right here. But prices arc rising, too. 

The standard of living, to become higher; new com- 
panies, to appear; prices, to rise; pensions, to rise; inflation, 
to rise; the economic situation, to improve; factories, to 
begin working; the number of unemployed, to grow; 
business, to grow. 

Exercise 10. Read the following text about the de- 
velopment of management studies. Why did this science 
appear in the USA? 

Management Science 

Management science is relatively young. It became an 
independent branch of knowledge at the beginning of the 

20 lh century. 

But management has been practised since ancient times. 
When the first organizations appeared, there were people 
who led them. In different periods and in Various countries, 
the first leaders were emperors, kings, tsars, landlords, 
slave-holders, generals, officers, governors of provinces, 
supervisors, etc. They represented different levels of 
management and made people under them work, fight, 
sell or buy. 

There were various kinds of organizations — state, 
political, religious, trade. Of course, ancient organizations 
were different from modern ones, but they had some 
common features. 

Experts say that the Roman Empire, which existed for 
some centuries, had an effective organization structure. 
It was ruled by the emperor. The emperor had a strong 
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army which inv.-ded large territories in Europe, North 
Africa, and Western Asia. There was a rigid hierarchy in 
the army. The legions were commanded by generals and 
officers. The territories occupied by the army were ruled 
by governors. 

The Roman Catholic Church is one of the oldest religious 
organizations in the world. It also has a rigid hierarchy, 
the pope, the cardinal, the archbishop, the bishop, and the 
priests. 

Some historic events and people’s activities contributed 
to the development of management studies. The English 
Industrial Revolution in the 18th century, the rapid 
economic growth in many countries of the world, and the 
development of sciences in the 1 9th century gave impetus 
to the start of management studies. 

At the beginning of the 19th century, Robert Owen, a 
British manufacturer, tried to run his factory better and 
introduced some reforms. He improved the working 
conditions, increased the workers' wages. Owen’s factory 
in Scotland was profitable, but other manufacturers did 
not want to change the old system of management. 

. Management science was born in the United States. At 
the turn of the 20th century, it was a powerful country 
with rich natural resources, developed economic and 
business relations, and a huge labour market. 

In 1911, in New York, Frederic W. Taylor published 
his famous book Principles of Scientific Management. Aftei 
this publication management was considered an independent 
field of research and called a science. 

This branch of knowledge is connected with economics, 
mathematics, engineering, psychology, sociology and 
anthropology. The objects of management are machines 
and people. ^ " 

At present, different schools of management represent 
different approaches to research. There are four major 
approaches to management: 
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— the approach of scientific management, 

— the process approach, 

— the systems approach, 

— the contingency approach. 

The founders of the school of scientific management 
were F. W. Taylor and Frank and Lilian Gilbreth who 
used analytical, quantitative method in managing business 
organizations- They did operations research and tried to 
increase labour productivity. They also dealt with material 
incentives, personnel selection and training. 

Henri Fayol is called the father of management. In his 
famous work General and Industrial Management , Fayol 
formulated 14 principles of management. Among them are 
the principles of division of labour, authority and 
responsibility, discipline, one-man management, personnel 
remuneration, initiative, corporate spirit, and others. 

Experts believe that scientific management led Ame- 
rican industry to greatness and reached its highest mark 
at the end of the 1970s. Today, the leaders have given up 
the old concepts about the nature of the world and the old 
^scientific* methodology. They are humanizing business 
organizations trying to balance rationality with intuition 
and creativity. They are paying their attention to corporate 
culture, values and communication. Today's scientific 
management is turning to the heart of business — the 
technology and the people’s factors. 

The proponents of the process approach suppose that 
management is a series of interconnected managerial 
functions. They are planning, organization, motivation 
and control. 

According to the systems approach, management is the 
combination of such interrelated elements as people, 
structure, tasks and technology. The representatives of 
this school think that an organization is an open system 
consisting of some subsystems connected with one another. 
The organization gets resources from the environment, 
produces goods and returns them to the environment. 


p UNIT 2. MANAGEMENT 


51 


The supporters of the contingency approach believe that 
different managerial techniques are determined by many 
factors within the organization and in the environment. 
Certain conditions demand suitable techniques. These 
techniques are different in different situations. The 
contingency approach expanded the practical application o; 

the general systems theory. 

AH the schools of management have made a great 
contribution to the development of this science. Nowadays 
management studies are rapidly developing. 

Exercise 11. Find in the text the equivalents of these 
words and word combinations. 

CaMOCTOHTCjiLHan oGjiacxb 3HaHJiii; ncmemiiKH, 
BJiaaeJimn, ryoepKHTopbi npoBnnmni, fiaflcMO*pm«Kv: 
npeacTanjia.nl pas.mmibie ypoBun ynpawiema; iTOjmuHer.- 
Hue HM :noau; iok", ncKOTopt.ie oGmne uepTbi; fiHCTpbU' 

OKOHOMimecKHM poex; cnocoocTBOBOjm pasBimuo nayKH yit- 

paBJieHiia; Ha noporc XX nexa; orpowHHil puiIOK rpyfl*- 
pauHbie nosxoaw i< uaymowy iiccjm/ioR.iHino; noBbiciiu- 
upoHSBOAHTejibHocTi, Tpy«a; paajiPJiPHHC Tpyfla; xopnopa 
THBHbifi fl yx;. uciihocth; b cootwvtcthhh c; CTopQHrpm*. 
pacmiipmiH npaKTiruecKOe npriMeHemie; cflena.au Gojibiuo - 
DKjiafl. 

Exercise 12. Answer the following questions in pairs- 

1. Is management science old? 

2. When was it recognized as an independent branch ^ 
knowledge? 

3. How long has management been practised. 

4. Who were the first managers? 

5. What hierarchy did the Roman Empire have? 

G. What contributed to the development of management 
science? 

7. What was Robert Owen famous for? 

8. What are the major approaches to management? 
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9. Who were the founders of the school of scientific 
management? 

10. What is the difference between the old scientific 
methodology and today’s scientific management? 

11. What principles of management did Henry Fayol 
formulate? 

12. What are the functions of management? 

13. What kind of system is an organization, according to 
the systems approach? 

14. What are managerial techniques determined by, 
according to the contingency approach? 

Exercise 13. Read the article to get more information 
about scientific management. 

Scientific Management 

According to Henry Ford, the assembly line was based 
on three simple principles: « the planned, orderly, and 
continuous progression of the commodity through the shop: 
the delivery of work instead of leaving it to the workman vs 
initially e to find it; an analysis of operations into their 
constituent parts*. A scientific approach to these prin- 
ciples, the next logical step in the organization of work, 
had already been enunciated by the American industrial 
engineer Frederick W. Taylor (1856-1915). From his work 
an entirely new discipline: — industrial engineering or 
scientific management — emerged, in which the managerial 
functions of planning and coordination were elevated to a 
primary position in the productive process. 

In Taylor’s view, the task of factory management was 
to determine the best way for the worker to do the job, to 
provide the proper tpols and training, and to provide 
incentives for good performance. Taylor broke each job 
down into its constituent motions, analyzed these to 
determine which were essential, and timed the workers 
with a stopwatch. With superfluous’ motion eliminated, 
thp Worker, following a machinelike routine, became much 
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more productive. In some cases, Taylor recommended a 
further division of labour, delegating some tasks, such as 
sharpening tools, to specialists. 

These studies were complemented by two of Taylor’s 
contemporaries in the United States, Frank B. and Lillian 
M. Gilbreth, whom many management engineers credit 
with the invention of motion studies. In 1909 the 
Gilbreths, studying the task of bricklaying, concluded 
that much motion was wasted by the worker in' reaching 
down to pick up each brick. They devised an easily adjusted 
scaffold that eliminated stooping and improved average 
work performance from 120 to 350 bricks per hour. 
Industrial engineering ultimately came to include all 
elements of factory operation within its compass— layout, 
m a t e r i arts m rid ling, and product design, as well as labour 
operations. 

Taylor regarded his movement as « scientific* because 
he attempted to apply scientific principles and measurement 
to the work process. Many previous advances in manufac- 
turing had been made by applying scientific principles to 
machines in order to make them more efficient, and, 
through his minute subdivision of labour, Taylor sought 
to do the same to' the work process itself. This -scientific 
approach, ■ however^-iiegiected the human element, so that 
Taylor in effect converted the work process from a 
relationship between worker and machine into a relationship 
between two machines. 

Scientific management theorists assumed that workers 
desired to be used efficiently, to perform their work with 
a minimum of effort, and to receive more money. They 
also took for granted that workers would submit without 
question to standardization of physical movements and 
thought processes* Their system, however, ignored human 
feelings and motivations, leaving the worker dissatisfied 
with the job. Furthermore, some employers omitted the 
altruistic elements in Taylor’s system and employed time 
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and motion studies to set high norms of production and 
speed up the production line while still keeping wages down. 

Exercise 14. Match the words from the text with their 
definitions. 

1. An assembly line a) a product that is sold for money. 

2. A commodity b) an action or movement. 

3. A shop c) any instrument or piece of 

equipment people use to do 
a particular kind of work. 

4. A tool d) Achievement in work. 

5. An incentive e) an arrangement of workers and 

macliin.es in a factory where each 
worker makes only one part of 
a product. 

6. Performance f) something that encourages you 

to do something. 

7. A motion g) a way of organizing work so that 

each worker has a particular task. 

8. Division of labour h) a place where things are made, 

especially in a factory. 


4. A tool 

5. An incentive 


6. Performance 


7. A motion 


8. Division of labour 


Exercise 15. Answer the following questions in pairs. 


1. What principles was the assembly line based on? 

2. What managerial functions were elevated to a primary 
position in the production process? 

3. What were Taylor’s ideas of scientific management? 

4. Who did motion studies? 

5. What were the disadvantages of scientific management? 

6. Why was the worker dissatisfied with the job? 


Exercise 16. Work in pairs. Speak about the first pub- 
lications on management. Use the model and infor 
mation below. 

Model. A: When and where was F.W. Taylor’s book 
Principles of Scientific Management published? 
B: It was published in New York in 1911. 
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Henri Fayol. Industrial and General Administration. 
Geneva, 1911. 

Henri Fayol. General and Industrial Management. 
London. 1949. 

F. W. Taylor. Principles of Scientific Management. New 
York, 1911. 

L. F. Urwick. The Elements of Administration. New 
York, 1943. 

Exercise 17. Work in pairs. Speak about books on 
management you study at university. Use the list of 
questions below. 

1. What is the title of the book? 

2. Who wrote the book? 

3. What do you know about the author? 

4. When and where was the book published? 

5. What is the book about? 

Exercise 13. Write about the periodicals on economics 
and management you use in your studies. 


2.2. Levels of Management 

yy V<f - 

Exercise 1., Focus on the topical vocabulary, 
managing staff ['mamid3iq'sta:f] — hitst pyxoao Aflmux pa- 
Gothhkob 


C v /l< /' 


to fulfil [ful'fll] V — BbinOJIHflTL 
to consider [kon'sido] v — cwraTb, pacr.MaTpiiBaTb 
to determine [di t3:min) u — onpenejiflTb 
to conduct [kan'dAkt] v — pyKOBoaHTb, ynpaBJinTb 
to supervise [ sju:pDvaiz] v — Ha£3Hpaxb, 3aBeaoBaTb 
to imply [im'plai] v — BHaniiTb, noapa3yMesaTb 
top (executive) management [ig'zekjutiv] = upper 
management ['Apa] = senior management [si:njo] — 


Bbicmee (iicno.THitTejrbHoe) pyKOBOflCTBO. Bucmafl aawn- 
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middle (administrative) management ['midi (adinmistrativ)] — 
— medium management [mbdjarn] — cpe/mec a£Nnimcr- 

paTHBHOe 3B€HO 

low management [l3u]=junior management ['d^iKiija] — py- 

KOBOACTBO HH>KHerO VpOBHfl 

the Chairman ['tframanj n — npe/ice/iaTejiK 
the Board of Directors ['bo:d...di'rektaz] — cobct anpeKTo- 
poB KopnopaLtHH 

chancellor [ tfa:nsdld] n — peKTop 

executive [ig zekjutiv] n — pyKOBOAirrejib, aAMHHHCTpaTop, 
pyKOBOgamiiH padoTHHK; a — HcnoJiHHTejibHbiH, opra- 

HH3aTOpCKHH 

corporate values [ ko:p(o)ril vielju:z] — nopnopaTHBiibic 

UeHHOCTH 

to exercise general leadership [ eksasaiz djenaral lirdajip] — 
ocymecTBJiHTb o6mee pykoboactbo 
to take charge of [tjads] — npHCMaTpiiBarb, 3aBeAOBaTb, 

PVKOBOAHTb 

to steer [stia] v — ynpaBJiHTb; pyKOBo/uiTb 

to specify [ spesifai] v — tohho onpeAejiHTb, vcTaira3Jin- 

BflTb 

to appraise [o'preiz] v — opeiniBnTb 
profits [ profits] — aoxoali 
responsible [ris'pmisobl] a — oTBGTCTBen hw ii 
to delegate responsibilities [deligeit ris, pnnsa'bil itiz] — rre- 
penasaTb o6H3aHHocrii, oTBeTCTBeHHocTb 

to hire [’haia] v — HaunMaTB 
hiring f 'haiarii}] n — Hae.\x 
to fire [ faioj u — yBOJibHHTb 
firing ['faiarip] n — vBO-ibueHne 

promotion [promaojan] n — npoABHtfcemie no cjiy>K6e 
demotion [di'moujon] n — noHiiateHHe b aoji>khocth 
to maintain discipline [man'tein'disiplin] — iKvmepxcHBaTb 

AwcuwruiHHy 

to compliment achievements [ kDmphmant a'tffvmants] — 
xBajiHTb 3a AOCTurayToe 
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production assignment [pra dAkJan a sainmant] — npon3- 

BOACTBeHHOC aanoimc 

raw materials fro: mo'tiariolz] — cbipte; cwpbeBwe MaTepnajibi 
to exert (have, take) control over smth [ig'za:t...kan'troul] — 

OCymeCTBJIHTb KOHTpnJIb HS/l UeM-JI. 

Exercise 2. Try to understand the meaning of the 

derivatives. 

Use, used, usage, uiser; mean, meaning; run, running; 
manage, managing, manager, management, managerial; 
conduct, conducting, conductor, conduction; lead, leading, 
leader, leadership; motive, motivate, motivating, moti- 
vation; produce, produced, producer, product, productive, 
productivity, production: busy, business, businessman, 
businesswoman; fulfil, fulfilment; proper, properly: cor- 
porate, corporation; appraise, appraisal; belong, belongings; 
negotiate, negotiation; specify, specification; necessary, 
necessity. 

Exercise 3. Guess what these international words mean. 

Criteria, an idea, a potential, financing, a factor, efficient, 
productive, organization, motivation, control, a professional, 
structures of management, experts, the vice-president of a 
corporation, a college, priorities, to dictate, general leadership, 
administrators, to delegate, specific, subordinates, collective, 
discipline, to correct, to compliment, to specify. 

Exercise 4. Form word combinations using the words 

from lists A and B. 

Model: to manage a business — ynpasjinTb jxejiqyi 

A. 1) to manage; 2) to rule; 3>to operate; 4 fctp direct; 

5) to drive; 6) to run; 7), to govern; 8) to control; 9]fto 
steer; lOfoo * - . . 

B. a) a business; b) a car; g) a country; d) company; 
e) a machine; f) an enterprise; g) work; a department; 
i) an organization; j) a team of thinkers; k) the world. 
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Exercise 5. Form adjectives from these nouns using 
the suffix -ful, give their Russian equivalents. 

Model: resource [ri’so.'s] — resourceful [ri'sD.sful] — 
ii3o6pcTQTCJibiiocTi» — H3o6peTaTe/ibHi>iir 

Fruit, colour, resource, help, care, hope, use, power, 
plenty, thought, success, respect, tact, meaning. 

Exercise 6 . Complete the sentences with the words from 
the box. 

top executives 'a boss managers peers 

.(^subordinates 3J ie board of directors the president 

1. ... is an owner of an enterprise. 2. ... is a group of 
people that controls and directs a company. 3. ... is a person 
who holds the top positions of authority in an organization. 
4. ...exercise general leadership. 5. Departments are run 
by ... 6. Chiefs give orders to their ... 7. ...are people of 
the same rank. 


Exercise 7. Read the following word combinations and 

give their Russian equivalents. 

To run an enterprise; a well-run business; to manage 
employees; to manage a department; a well-managed 
organization; to conduct a meeting; to conduct nego- 
tiations; to direct a business; to lead people; to head a 
company; to be at the head of a company; to be likely; to 
be successful; to be managed properly; to fulfil three 
criteria; the necessary growth potential; the right ma- 
nagement; to determine success; to supervise a business; 
to imply planning, organization, motivation and control; 
the management staff; the collective body; to distinguish 
three levels of management; the top level; the middle 
level; the low level; executive management; to represent; 
the chairman of the board of directors; the chancellor of 
a college; to concern themselves with corporate values; 
to work out a proper development strategy: to be capable 
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of producing; to appraise the state of the capacities; to 
determine the profits; to respond to quickly changing 
business conditions; to belong to administrative mana- 
gement; to delegate responsibilities; to make important 
decisions, to be connected with a boss, peers, subordinates 
and customers; to deal with hiring, firing, promotions 
and demotions; to deal with employees; to maintain 
discipline; to correct mistakes, to compliment achieve- 
ments; to take control over fulfilment of production 
assignments; to be responsible for something; to use raw 
materials and equipment. 

Exercise 8. Complete the sentences with prepositions 
as, at, by, for, in, of, io, with where necessary. 

1. Some companies make money selling goods, other 

_ selling services. 2. Mr. Smith is a mining engineer 
employed. a small company. 3. Ann works ,fh. a 
secretary a private company. 4. My sister is a teller 
_ a bank. 5. Some _____ my acquaintances were working 
_ a rival firm. 6. Foremen deal __ workers. 7. The 

director delegates many responsibilities the managers 

departments. 8. A manager is responsible 

maintaining - discipline. 9. The owner the enterprise 

was present __ the presentation. 10. The board _ 

directors is the head • the company hierarchy. 

Exercise 9. Choose the correct form of the infinitive in 
brackets. Consult § 43 (Reference Grammar). 

1. I was glad (to be seen / to see) my colleagues. 

2. Remind me (to phone / to have phoned) our customer 

on Monday. 3. It is necessary (to have examined / to 

examine) the documents properly. 4. Your job is (to 

maintain / to be maintained) discipline, explain tasks to 
subordinates, correct mistakes, and compliment 

achievements. 5. Mr. Kennedy is the right man (to be 

held / to hold) the position. G. He came to London (to 
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study / to have studied) management. 7. Can I (help / 

to help) you? 8. The worker pretended not (to see / to be 

seen) the supervisor. 9. They were surprised (to have / 

to have got) the letter. 10. George wants (to offer / to 

be offered) the job. 


Exercise 10 . Read these sentences and express the same 
in Russian. Consult § 44 (Reference Grammar). 

1. The trade delegation is expected to arrive in June. 
2. The visitor was asked to wait in the outer office. 3. The 
forwarding agents are reported to coine next month. 4. The 
cpxnpany office is said to be in the centre of the town. 
5. The right management is considered to be the most 
important factor in determining success. 6. The goods 
proved to be damaged. 7. The secretary is certain to have 
posted the letter. 8. Business is likely to be successful if 
it fulfils three criteria: it is managed properly, the idea 
and the market for it have the necessary growth potential, 
financing is sufficient. 9. The director is not likely to 
come today. 10. The boss happened to be out at that time. 

Exercise 11. Work in pairs. Speak about famous people 
in business and management. Consult the model. 
Model. A: Who is considered to be the father of mana- 
gement? 

B: ...is known... 

Exercise 12. Read the text and find out how different 
organizations are run. 

Management 

The word * management • is used in four meanings. 
First, it relates to the control and organizing of a business 
or any non-profit organization. Second, it refers to people’s 
activity aimed at running a factory, a shop or a firm. 
Third, management is the people who run a company or an 
organization. Fourth, the word ^management* stands for 
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management science. In this text we will use the word in 
i he firsi three meanings. 

Experts believe that business is likely to be successful 
if it fulfils three criteria: it is managed properly, the idea 
and the market for it have the necessary growth potential. 

financing is sufficient'- ' 

The right management is considered to be the most 
important factor in determining success. It mnkes the 
company more efficient and the people in it more 
productive. 

Management is the activities aimed at the conducting 
or supervising of a business. It implies planning, 
organization, motivation and control while setting and 
reaching the goals of a company. Some experts believe that 
management is a kind of art and it needs talent and skill. 

The managing staff is the collective body of people 
who run or direct an organization, an enterprise, a firm, 
etc. A manager is a professional who plans, organizes and 
controls a business or a department of a business. 

Different organizations may have different structures 
of management. But ail of them have much in common. 
American experts distinguish three levels of management 
in big companies: the top level, the middle level and the 

The' top (execiilivef management is usually represented 
by the chairman of the board of directors, the president and 
the vice-president of a corporation, the chancellor of a college. 

Top executives concern themselves with corporate 
values that are the priorities that dictate how organizations ^ 
should work. Theyexercise general leadership. Top exe- 
cutives must be strong leaders who are able to take charge 
and steer the organization in the direction of improvement 
and progress. They work out the proper development 
strategy for their companies or enterprises. They specify 
if the enterprises are capable of producing, appraise the 
state of the capacities and determine their profits. Top 
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management must respond to quickly changing business 
conditions. 

Managers of departments at companies, deans of 
faculties at colleges, directors of branches and other 
administrators belong to the middle ‘(administrative) 
management. 

Many responsibilities arc delegated to this level. 
Administrators make important decisions in their specific 
fields. They are connected with their boss, peers, 
subordinates and customers. They organize collective 
thinking and problem solving. Managers run meetings and 
conduct negotiations. They deal with hiring, firing, 
promotions and demotions. 

The low management is represented by foremen at 
enterprises; supervisors, heads of sections at companies; 
heads of departments at schools of business; head nurses 
at hospitals, etc. 

These people deal with employees. They maintain 
discipline, explain tasks to subordinates, correct mistakes 
and compliment achievements. Their activities are directly 
connected with production and practical work. They take 
control over fulfilment of production assignments. They 
are responsible for using raw materials and equipment. 

Exercise 13. Find in the text the equivalents of these 

words and word combinations. 

Tf'CSt P C 2" Co K-- :< ur. \ iU. I f CV “y * 1 ' ) 

ynpaBJieHHe 4)a6pHKoii; KOMMepuecKoe npezuipHHTiie 
((jmpMa); HCKOMMepuecKan opraHH3an;H«; bgpohtho, OTBe- 
uaeT TpeM KpiiTcpurtM; Ae^TejitHocTb, uanpaBJieHHaa na 
ynpaBJieHire <}m6pHKofi; oripeflekeime H AOCTiikceHMe uejien 
KOMnainni; ynpaBJiertecKHH nepcoHaji (aAMWHHCTpaTMRHo- 
ynpanjicnuccKim annapaT); itM'eiOT r^moro ofiiuero; naua- 
MaioTcn KopnopaTHBHLiMii ueHHOcTaMH; pa3paoaTLiBaiOT 
npaBMJibHym cTpaTermo paaBHTHfl KOMnaHHii; peampoBaTb 
Ha hbicrpo ir3MeHJiioiuneca ycJiOBiia BegemiH 6n3Heca; npw- 
HaA-iexcaTb k; aaHiiMaTLCH x ieM-Jiu6o; cbipbe. 
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Exercise 14. Make an organization chart of the mana- 
gement of a company. Describe the levels of mana- 

gement. 

Exercise 15. Draw a table like the one below. Make lists 
of a managerial staff's duties, according to the levels. 
Compare these duties. 



Exercise 16 . Answer the following questions using your 
chart and your table. 

1. What is management? 

2. What levels of management do American experts 
distinguish? 

3. What are the duties of executives? 

4. What do administrators do? 

5. What work is done by junior managers? 


Exercise 17. Say which of the organizations and 
enterprises listed below may be called a business and 
which is a non-profit organization. 

Model: A factory is a business. A school is a non-profit 
organization. 

A plant, a business school, an art school, a music school, 
a secondary school, a vocational school, a college, an 
institute, a university, a charity , a factory, a job centre, 
an employment agency, a cafe, a restaurant, a service 
station, a shop, a publishing house. 

Exercise 18. Find information about an American 
company and write about its levels of management. 


V 



r 


64 AHI71H14CKIM flJlfl 6AKAJ1ABP0B M EHEq*MEHTA ■ 

2.3. Company Structure 

Exercise 1. Focus on the topical vocabulary, 
share [Jeo] n ai<m«i 
shareholder [Jeohouldo] n — aKmiOHep 
to appoint [a'p^intj u — Ha3HauaTb 
the Chief Executive Officer [ tfi:f ig'zekjutiv ofisaj — ah- 
peKTop npegnpn^TUH, ynpaBJunomnH gejiaMH 
the Managing Director [direkto] — jnpeKTop-pacnopaAUTe.ib 
a General Manager ['djenaral ma^nid^a] — rjiaBHbiH yn- 

paBJlflKJIUHH 

an Export Manager [ ekspou] — 3aBeAyK>mHH ancnopTHbiM 

OTAe.lOM 

a Sales Manager [ seilz] — 3aBeAyiomiiif OTfleJiOM c6biTa 
a Marketing Manager [ maikitrp] — 3aBe^yK>mnfi OTgeJioM 
cGbiTa 

a Production Manager [pra'dAk/an] — 3aBenyroinnH npo- 
H3BOACTBOM, HclHtUlbHIlK npOU3BOflCTBeHHOrO OTfleJia, py- 
KOBOAHTeJIb IipOH3BOACTBa 

a Staff Manager [sta:fj — 3aBeA>K>mun otacjiom kbapob 
a Personnel Manager Lp3:sa'ncl] — 3aBCAViomHH oTAejio.M 
KanpoB 

a Finance Manager [fafnsens] — 3aBenvK)mini c])iiiiaHco- 
BblM OTAeJIOM 

a Logistics Manager [la'cfeistiks] — aaBenyfomiiii OTnejioM 
CHa6>KeHHH 

a Public Relations Department ['pAblik nlcijonz dipuU- 
mant] — OTAe-i iio cbh3hm c oomecTBeHHbiMii oprami- 
3aUHHMH 

a Public Relations Manager — pyKOBOAHTeJib OTAena no 

CBH3HM C OOLAeCTBeHHLIMH OpraHH3aUHHMIl 

a Research and Development (R&D) Department [dfvelap* 
man I] — OTAe;i HayuHo-iiccjieAOBaTejibCKHx n ormiTHO- 
KOHCTPVKTOPCKHX paOOT 

a Research and Development Manager — pv koboahtcjib 
OTAe-ia HayuHO-nccneAOBaTeJibCKiix h oribiTHo-KOHCTpyK- 
TOpCKIIX paOOT 
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an Accounting Department [a'kauntii) dipattmantj — Byx- 
raJiTepiiH 

to hold a position ['haold...pa'ziJ:>n] - aamiMaTb flOJi*- 

public limited (liability) company [ pAblik 'limitid 
( laia'bilm) kAmpsni] — oTKpbiTaa KOMiiaHiia c orpa- 
HH’ieHEOH 0TBercTBeHH0CTbK), nyo.iHHHaH KOMnamiH c 
orpaiiHneHHoii oTReTCTBeHHOCTbio 

private company [ pratvit] - aaKpbnaa aKUHOHepHaa kom- 

naHHH, TOBapnmecTBO c orpaHH'ieHHOH oTECTCTBentioc- 
Tbio, uacTHaa aKUHOHepHaa KOMnanim 

a Company Secretary [ S ekrat(a)n] - ceKperapb KOMnaHun 
spending ['spenduj] n — pacxonoBamic, pacxonu 
to be concerned with [kan'somd] aamiMaTbca wm-ji. 
market analysis ['mcrkit anaelisis] - anamm punna 
market entry strategy [entn 'stneticfci] - CTparerna npo- 

HHKHOBeHKB HR pLIHOK 

market development — ocaoeHHe pUHKa, pacmnpeHne 
pLIHKa 

pricing [ praisir)] n — Ha3nnueHHe ue«hi, ueHOo6paaoBaiiHe 
manufacture l m.'cnju fektfo] n — upoiwBO/icTBo; v - npo- 
H.'iBOflHTfe 

image [inudy] n — npecraJK, penyTanna, hnhahc 
to project an image [pra'djekt an 'imidj] - nponsBojnTb 
BiieMaTaemie; cosaasaTb penyramno 
mass media [ mccs ’media] — cpe«cT B a MaccoBofi mupop- 
MaUHIl 

to promote [pra'mout] v — npoAsuraTb (no cjiyacGe); peK- 
naMupoBaTb (TOBapbi) 

Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Employ, employed, unemployed, employment, unem- 
ployment; appoint, appointment; spend, spending; involve, 
involved, involvement; invest, investor, investment; decide, 
decisive, decision; person, personal, personnel; respond. 
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responsible, responsibility; instruct, instructor, instruc- 
tion; analyse, analysis; hire, hiring; fire, firing; improve, 
improvement; respective, respectively; relate, relation. 

Exercise 3. Guess what these international words mean. 

The management structure of a typical British company, 
a General Manager, a managing director, a secretary, an 
investment, a position, instructions, control, finance, 
marketing, production, public, personnel, staff, logistics, 
market analysis, market strategy, manufacture, to project 
an image. 

Exercise 4. Form nouns from these verbs and nouns by 

the suffixes -er/-or and give their Russian equivalents. 
Model: to hold shares — shareholder 

nepacaTb aKU.nn — aKuuoHep 

cash — cashier 

HOJiHHHbie AeHbi-ii — Kaccnp 

To work, to manage, to own, to employ, to organize, to 
read, to buy, to sell, to produce, to manufacture, to hold 
shares, to keep books, to tell, to control, to advise, to 
teach, to found, to use, to mine, to lecture; office, bank, 
cosh, programme. 

To supervise, to conduct, to act, to administrate, to 
translate, to direct, to deposit. 

Exercise 5. Say what verbs the nouns with the suffix - 

ee derive from, guess what they mean. Mind the 

pronunciation of the words. 

Model: to nominate [ nnmineit] <- nominee [.nnmi’ni ] 
Ha3Ha^aTh Ha /io;i>KHOCTb, jihiio, BblABHHVTOe Ha 
npe;yiaraTb KaHjnmaTa KaKym-ji. AOJixvnocTb, 

KaHAHAa f r 

Employee, payee [pei'i], refugee [, rcfjur'cfci:], examinee 
[iq, zauni'ni:], addressee [ # aedre'si:], nominee. 
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Exercise 6. Read the pairs of words having the suffixes 
. er /-or and -ee, compare their meanings. 

Model: payer - payee rmaTenmnnK - -™m, noOTH>mee 

ruiaTeac 

Employer employee, payer - payee, examiner - exa 
minee, nominator- nominee. 

Exercise 7. Read the following word combinations and 
give their Russian equivalents. 

To own shares, to buy shares, to govern workforce, at 
the top of the company, to employ people the Board of 
Directors, to appoint a Managing Director, a Chief Executive 
Officer, to hold the position of the Chairman, to be responsible 
for something, to exert control over managers senior 
managers, a Finance Department, a Finance Manager, 
a Marketing Department, a Marketing Manager, a Production 
Department, Manager, a Public Relations Department 
a Public Relations Manager, a Personnel Department, 
a Personnel Manager, a Research and Deyeiopment De- 
partment, a R&D Manager, a Sales Department, a Sales 
Manager, an Export Department, an Export Manager a 
Logistics Department, a Logistics Manager, a Stall De- 
partment, a Staff Manager, various departments, a public 
limited (liability) company, a private company, to make a 
profit, to be concerned with, to manufacture goods. 

Exercise 8. Choose the correct form of the verb m 
brackets. Consult §§ 6, 10 (Reference Grammar). 

1. People (buy / are bought) shares in a company 

and become shareholders. 2. Shares (own ; are ownec 

by people providing the capital. 3. The company ___ 
(employs / is employed) 75 people. 4. Thousands of people 
_ (employ / are employed) by the company, 5. Mr. Gary 
Gould (is headed / heads) the Poplar River mine. 6 The 

Maple Shipping Co. (is run / runs) by Mr. John Roberts. 

7. Who usually (is chaired / chairs) the company 
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meetings? 8. The meetings (are chaired / chair) by the 

Chief Executive Officer. 9. All the managers (are 

attended / attend) the meetings on Monday. 10. Sometimes 

the company meetings (are attended / attend) by 

customers. 

Exercise 9. Work in pairs. Speak about your friends’/ 
parents’/relatives’ jobs. Use the model below. 

Model. A: What does your father do? 

B: He’s Sales Manager. He works with a private 
company. 

A: What products are sold by the company? 

B: Goods and clothes for children. 

Exercise 10. Read the text and study the company 
structure. 

Company Structure 

A typical company consists of three groups of people: 
the shareholders, the management, and the employees. The 
shareholders own shares in the company. Shares are bought 
by people as an investment. The management governs the 
employees who are the workforce. 

The Board of Directors is at the top of the company. 
The Chairperson or President heads the Board. The Board 
of Directors takes policy decisions and determines the 
company’s goals and strategy. 

The Board of Directors appoints a Managing Director 
or Chief Executive Officer. Very often, the same person 
holds the positions as Chairman and CEO. A public limited 
company must have two directors and a private one. The 
Managing Director is responsible for the running of the 
business. The Director gives instructions to a General 
Manager who exerts control over managers of departments. 

Managers are at the head of the various departments, 
for example. Finance, Marketing. Production, Public 
Relations. Personnel, Research and Development. 
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A Finance Department deals with the management of 
money of the company, its spending, profits, investments. 

a Finance Manager heads the department. 

' ^ Marketing Department is concerned with market 

analysis, pricing, market entry strategy, market develop- 
ment, and advertising. A Marketing Manager is at the 

head of the department. , ... 

The work of a Production Department is connected with 
manufacturing goods. A Production Manager is in charge 
of the department. 

A Public Relations Department is involved with pro- 
jecting a positive image of the company through mass 
media, contacts with people and organizations. The de- 
partment is headed by a Public Relations Manager 

A Personnel Department or Staff Department deals with 
hiring and firing workers. A Personnel Manager or Staff 
Manager is responsible for the department. 

A Research and Development Department is concerned 
with a scientific study and innovation aimed at improving 
production processes. A Research and Development Ma- 
nager is at the head of the department. 

Other companies may have different departments. For 
example, international companies have an Export and Import 
Department, headed by an Export and Import Manager. 

Many big companies have an Advertising Department, 
headed by an Advertising Manager. The department 
promotes "the products of the company and makes people 
buy them. 

Companies may also have a Sales Department, a 
Logistics Department, an Accounting Department, etc. 
These departments are headed by a Sales Manager, a 
Logistics Manager, an Accounting Manager respectively. 

The senior management controls the middle manage- 
ment. The low management is controlled by the middle 
management. 

Every company has a secretary. 
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Exercise 11. Find in the text the equivalents of these 
words and word combinations. 

CoBeT .QiipeKTopoB; bo rjiaBe komiuihhh; B03rJiaBJineT 
coneT; npiiHHMaeT pememux, Kacaiomnecfl ikwihthkh kom- 
naHim; OTBeuaeT 3 a ynpaBJieHHe 6ii3HecoM; n&eT yKa3aHiia; 
KOHTpo.iiipoBaTi> MeHeAvKepoB; peKJia.wa; 3aHHMaeTca npii- 
eMOM na paooTy 11 yBO-iBHemieM; npoii3Bo.ncTBO TOBapoB; 
peKJiaMHpyeT npo^yniuno KOMnaHHii. 

Exercise 12. Answer the following questions in pairs. 

1. What three groups of people make up a company? 

2. What do we call a body of people governing the 

company? 

3. What do we call the official who heads the Board of 
Directors? 

4. How is a Managing Director appointed? 

5. What departments may be included in different com- 
panies? What do we call managers of these depart- 
ments? 

Exercise 13. Scan the material about the Black Diamonds 
Corporation. Find information about its management 
structure and answer the following questions: 

1. What is produced by the corporation? 

2. How many collieries are operated by the corporation? 

3. Where do the collieries work? 

4. Who heads the corporation? 

5. Who represents the middle management? 

6. How many people are employed by the corporation? 

Black Diamonds Corporation 

P.O. Box 2500 

Nova Scotia, Canada B9 6K3 

Phone: (903) 542-2325 

Telex: 019-13254 

Fax: (903) 174-2589 
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Principal Officers 

President & CEO: John S. Smith 

Director of Marketing: Peter Black 

Description of Activities 

The Corporation has two collieries and fully integrated 
support facilities for the preparation and distribution of 
coal. It is one of the largest producer of coal in eastern 
Canada and is one of the region’s biggest employers, 
currently employing over 3,000 people. 

Operating Mines 

Woods Colliery 
P.O. Box 2500 
Nova Scotia, Canada B9 6K3 
Phone: (903) 542-2325 
Telex: 019 13254 
Fax: (903) 174 2589 
Manager: Michael Davidson 
Location: Cape Breton 

Owner/Operator: Black Diamonds Corporation 
2006 Production Capacity (ROM): 2.5 million tonnes 
2006 Actual Production (ROM): 2.4 million tones 
Employment (2006): 1000 
Type of Coal: high volatile bituminous A and B 
Utilization: thermal 
Mining Method: retreat longwail 
Major Equipment Used: 750 h.p. Eickhoff Shearer, 
300 ton 

Hemscheidt roof support, armored face conveyor 

Reserves: 93.7 million tonnes 

Major Markets Domestic: Nova Scotia, Ontario 

Green Valley Colliery 
P.O. Box 2500 

Nova Scotia, Canada, B 23P K7 
Phone: (903) 112-5033 
Telex: 019-3502 
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Fax: (903) 461 6068 
Manager: Nicholas Lutch 
Location: New Nova Scotia, Canada 
Owner/ Operator: Black Diamonds Corporation 
2006 Production Capacity (ROM): 4.0 million tonnes 
2006 Actual Production (ROM): 3.0 million tonnes 
Employment (2006): 1200 
Type of Coal: high volatile bituminous A 
Utilization: metallurgical and thermal 
Mining Method: retreat longwall 
Major Equipment Used: 500 h.p. Anderson Shearer, 
550 ton 

Dowty two leg shield support, Dowty armored face 
conveyor 

Joy 4LS shearer 

Preparation Facilities: Green Valley Coal Preparation 
Plant heavy media cyclone and froth flotation 
Reserves: 100 million tonnes 

Major Markets Export: metallurgical and thermal 
(Europe, North America, Soutli America, Far East) 

Domestic: thermal (Nova Scotia, Ontario, New Bruns- 
wick, Quebec) 

Exercise 14. Scan the material about Blue Lake Coal 
Limited. Ask other students questions about its 
organization structure and activities. 

Blue Lake Coal Limited 

PO Box 4080 
Alberta, Canada T4B 3C1 
Phone:. (403) 233-4522 
Fax:(403) 233-4121 

Principal Officers 

Chairman & CEO: A.F. Hudson 

Vice-President & General Manager: J.K. Green (Grande 
Cache) 

Vice-President, Marketing: F. Crighton 
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Vice-President, Finance: S. Hunt 

Vice-President, Corporate Development: A. Coltman 

Operating Mine 

PO Box 4080 
Alberta, Canada T4B 3C1 
phone:. (403) 233-4522 
Fax:(403) 233-4121 

Mine Manager: James White 

Location: Alberta, Canada 

Owner /Operator: Blue Lake Coal Limited 

2006 Actual Production (clean): 5.0 million tonnes 

Employment: 850 

Type of Coal: bituminous 

Utilization: coking coal 

Mining Method: surface open pit, strip and underground 
room and pillar 

Major Equipment Used: 1 P&H 2800 XPB 40-yd bucket; 

1 Komatsu WA800; 2 Komatsu WA500-1; 3 P&H 2100 
15-yd bucket; 8 coal haulers (85 t); 13 waste haulers (190 
t); 2 Bucyrus Brie 60R; 2 Bucyrus Brie 45R; 1 Letourneau 
L — 1400 Loader (29 yd); 4 Cat 16G; 2 Joy 12CM12 
continuous miners; 8 Jou 10SC32 shuttle cars (15 t), 
5 Stamler-feeder breakers BF14A-3-7c; 4 Fletcher dual- 
boom roof and side bolters CHDOR-15; 3 Wagner scoop 
trams; 1 longwall; 4 Dosco roadheaders 

Reserves: 115.6 million tonnes proven, 98.0 million 
tonnes probable 

Exercise 15. Find information about a European 
company, make its organization chart and speak about 
its structure. 

Exercise 16. Study the management system of one of 
the companies in your city. Make its organization chart. 
Write about the levels of management there. Compare 
the responsibilities of the managerial staff. 
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Exercise 17. Act out the dialogues. 

1. — Mr. President, may I present Mr. John Brown? 

— How do you do. 

— How do you do. Happy to meet you, Mr. President. 

2. — Let me introduce myself. My name is Boris 
Kuznetsov. I work for the Donmash Company. I’m 
Production Manager. 

— My name’s Anna Smith. I work for Luscar Ltd. I’m 
Marketing Manager. 

— Pleased to meet you. 

— Nice to meet you. 

3. — Mr. White, may I introduce Mr. Green to you? He 
heads the Finance Department. Mr. Green, this is 
Mr. W T hite, our customer. 

— How do you do. 

— How do you do. Here is my business card. 

4. — Mr. Green, have you met our Sales Manager, 
Mr. Black? 

— I’m afraid not. How do you do. 

— How do you do. 

5. _ Anna, meet my colleague Alexander. Alexander, 
this is Anna. 

— Hello. 

— Hello. Nice to meet you. 

6. — Anna, this is my friend Boris. 

— Hello, Boris. I have heard of you. 

— Hello, Anna. 

— I hear you take management. Where do you study? 
— I study at the Don State Academy of Service. I’m a 
fourth-year student. 

— How interesting! I am in my second year at South 
Russia State Technical University. I also take mana- 
gement. 

— What arc you doing here in London? 

— Pm taking part in the exchange programme. I’m 
staying with an English family. 
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__ i S ee.... I’ve arrived in England with a group oi 
tourists. How about going for a walk? 

_ O. K. 


Exercise 18. Role-play. 

1 Roles: students from Russia, Germany and France. 
Young people from different countries have come to 

London to study management. They introduce themse ves 
to one another. 

2 Roles: a boss, a new marketing manager, employees. 
A boss introduces a new manager to his employees. 
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3.1. Executive Recruitment in the USA 

Exercise 1. Focus on the topical vocabulary. 

head-hunter ['hedhAnts] n — «oxothhk 3a rojioBaMu*, 
«OXOTHHK 3a TaJiaHTaMHa 

to recruit [ri'kru:t] v — BepboBaTL, Ha6npan, f nonojmnri, 
(COCTaB) 

recruiter [rfkru:ta] n — Bep6oBmiiK 

recruiting firm — tpnpMa, 3aHMMaK>mancfl no^OopoM naa- 
poB ajih apyrax opraHH3aium 
to retain [n'tein] v — immiMaTb (nocpe^HHKa) 
retainer [n'teino] n. — nopyieniie nocpezuuucy xijih qabo- 
KaTy Be^emm Aejia; corjiainetme MeHCjjy KJiHeHTOM h 
nocpe^HMKOM 

retainer firm = retained firm [ri'teind f3:m] — cfrupMa, 3a- 
HiiMaioiuaHCfl no^OopoM KaapoB no nopyHeHtuo npyrax 
opraHH3aitmi 

retainer fee [fi:] — cyMMa, Bbinjia x iH3aeMaH aa cneunajib- 
nbie ycjiyrn 

expenses [iks'pensiz] n pi — pacxo^bi 
income ['inkdm] n — Aoxog 

reference [ refrans] n — peKOMeHnaitna: naiomee pe- 

KOMermaiiHK) 

to give good references — npe^CTaBiiTb xopomne peKo- 
MeHnamm 
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referee [ refa'ri:] n — jump, Aawmee peKOMeHaamno 
contingency [kan'tindjdnsi] n — BeponTHOcTb, bo3mo>k- 
hoctb; onynan, cjiynaHHOcn, 

contingency firm — <J> H P Ma * 3aHHMaK>inancfl noHCKOM ros- 

MOJICHBIX KaHflHflaTOB no 3anaHn»o KJineHTa 

resume frezju(:)mei] n (pp. — pe3K)Me; CBonna, coflepma- 
maa cBe/ieHiifl o nejiOBeKe, ero o6pa30Bannn, upocbeccnn 
H T. R. 

cover letter fkAVS 'leta] = covering letter [ kAvariri] — co- 
npoBO^nTeJibHoe ohcbmo 

curriculum vitae [ka'rikjulam *vi:tai] jiam. — KpaTKoe >kit3- 
Heonncaniie, 6uorpa<t>ufl 

accomplishment [a'komplijmont] n — AOCTHHceHHe; pi — 
^ocroimcTBa, coBepmeHOTBa 
purpose [ p3:pss] = objective [ob'cfeektiv] n — uejib 
employment agency [im'ploimant 'eicfeansi] = employment 
bureau [bjuarou] = employment office = placement 
bureau — oiopo no Haiiiviy paGo^eii cnjibi, 6iopo no rpv- 

^OyCTpOMCTBV 

employment agent ['cidpntj — areHT no HaiiMy 
employment manager — 3aBeAyfOin;nM oT^ejiow Ha6opa pa- 
6onnx 

employment officer [nfisa] — KOHcyjibTaHT no BonpocaM 
Tpy^oycTpoiicTBa 

support personnel fsa'po:t , p3.sa'nel] — BcnozvioraTejibHbrii 
nepconaji 

to hold the position as director — oaHHMarb ao-i^hoctb 
AupeKTopa 

to fit the criteria ['fn...krai'tiom] — cooTBeTCTBOBaTb Kpn- 
TepHHM 

experience [iks pi^ri^ns] n — crara paooTH 
to have a good command of English [ka'mcrnd] — xoporno 
BJiaAeTB aHTJlHitCKHM H3HK0M 
computer literate f'htarit] — yMefotpun pa6oTaTb Ha kom- 
nbiOTepe 

interpersonal skills [ mto p’i.snl] = communicative skill 
[ka'mju(:)mkotiv] — vMeHne o6maTbca c jitoarmii 


78 


AHf/lllMCKMU a nfl BAKAflABPOB MEHEJPKMEHTA ■ 


professional skill — npocjDecciioHajibHoe MacTepcrao 
technical skill [ teknikol] — tcxiuihcckhc yMemm 
to acquire a skill [d'kwaid] = to master a skill [ mcusta] — 
npnoopeTaTb onwT, OBJiaaeBaTb MacTepcTBOM 
creative skill [krifeitiv] — TBop^ecKHH TajiaHT 
entrepreneurial skill [ Dntr3pn>'n3:riol] — TajiaHT npejinpu- 
HUMclTe.3H 

inventive skill [rn'ventiv] — imoOpeTaTejibCKHH TajiaHT 
organizational skill I oiganaizeijanall — oprami3aTopcKne 
ciiocoGhocth 

to demonstrate, display, exhibit, show ability at / in smth 
['dcmanstreiudis plei. ig'zibit, 'J au s'biliti) — npoaB.mTb 

cnocoSHOCTH k ueMy-Ji. 
creative ability — TBopuecKiie ciiocoGhocth 
communicative abilities — KOMMVHHKaTHBHbie cnocobHOcrxi 
leadership abilities [ lirdafip) — cnocoSHOcru pyKOBojnrrejia 
career prospects [ka'rio 'prospokts] — nepcneKTHBbi cny- 
>ne6Horo pocTa 

Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Recruit, recruiter, recruiting, recruitment; retain, 
retained, retainer; entrepreneur, entrepreneurial; compete, 
competition, competitive, competitiveness, competitor; 
remunerate, remuneration, remunerative; follow, follo- 
wing; investigate, investigation; describe, description; un- 
derstand, understanding, understandable; hunt, hunter, 
hunting, head-hunter, head-hunting; loyal, loyalty; sense, 
sensible; fame, famous; receive, receiver; check, checking; 
include, including; annual, annually; assign, assignment; 
prosper, prosperous. 

Exercise 3. Guess what these international words mean. 
Management talent, a Seattle based organization, an 
association, management professionals, the compensation 
for positions, typically, clients, client firms, a consultant, 
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personnel consulting, consulting firms, a prestigious firm, 
to present candidates, qualified candidates, the initial 
contact, checking, to be based on a percentage of the com- 
pensation, a basis, personnel recruitment, positions in 
international companies, organizational methods, leadership, 
aspects, banks, resumes, expert examination of vacancies, 
analogous, period, analyse, personal specifications, potential, 
tests, psycho-physiological characteristics of the personnel, 
professional selection programs, assistant manager, a 
complete complex. 

Exercise 4. Read the following word combinations and 
give their Russian equivalents. 

Executive recruitment; the executive director; to operate 
an executive search service; a retained firm; a contingency 
firm; to recruit key people; to hire a candidate; search 
consultants and researchers; to make excellent incomes; to 
have good incomes; to match the client’s specification; support 
personnel; to discover new opportunities; to look for qualified 
candidates; to fill positions; to fit the criteria; marketing 
experience; advertising experience, a good command of English; 
higher education; computer literate; entrepreneurial skills; 
leadership ability; organizational ability; experience in order 
processing; excellent career prospects; competitive remu- 
neration; a professional environment; a working environment; 
to seek a competitive salary; benefits package; to search for 
candidates; the heads of firms; previous experience in wholesale; 
marketing research methods; to describe the operations; to 
determine the competitiveness of vacancies; demand and 
supply; similar positions; labour market; a reduced complex; 
to proceed from the requirements to the vacancy. 

Exercise 5. Complete the sentences with the prepositions 
as, at. for, in, of, on, to. with where necessary. 

1. He lost his position manager. 2. Her job is 

recruitment qualified personnel. 3. They have a graduate 
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recruitment scheme the company. 4. Mr. Smith acquired 

skill advertising. 5. They worked great skill. 6. The 

candidate had 5 years* experience accounting. 7. My 

friend has a good command English. 8. We offer 

different consulting services the heads of firms and 

banks. 9. Are you ready the challenge? 10. The 

competitiveness vacancies is determined the basis 

analysing the demand and supply similar positions 

_ the Moscow labour market. 

Exercise 6. Read these sentences and express the same 

in Russian. 

1. They have computer-science courses at university. 
2. I did a management course last year. 3. Alter four years’ 
study Helen is now a certified teacher. 4. After university 
Henry took a Certificate in the Teaching of English as a 
Foreign Language. 5. 1 attended a driving school and received 
a driving licence in 2005. 6. Peter earns a high salary as an 
accountant. 7. You are an experienced worker. Are you 
going to ask for an increase in salary? 8. Complete the 
application form, please. Send your application either by 
regular mail or e-mail, use fax only in emergency. Attach a 
copy of your curriculum vitae. 9. 1 learnt about the vacancy 
from a newspaper advertisement. 10. The candidates are 
asked to describe tlieir current position and responsibilities 
at the organization where they are employed. 11. A strong 
command of English is essential for applicants. They are 
requested to evaluate their own language skills. 12. I had 
an interview for a job. 13. Big industrial companies hold 
interviews all over the country. 14. Scott Walmsley heads a 
recruiting firm. He is an experienced recruiter. 

Exercise 7. Express the following in English. Consult 

§ 36 (Reference Grammar). 

1. B ropofle MHoro opraHH3anini, paCoTaiomnx c hho- 
ctp&hhumh cJmpMaMii. 2. Ectb jih b ropoae oprammauHH, 
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3 aHHMaiomHecji rpyaoycTponcTBOM HacejieHHH? — JIa, b 
jjcBTpe ecTh zroa Gropo no TpyaoycTpoScTBy. 3. B Kpyn- 
Hbix ropo/iax ecTb uacTHbie cpiipMbi, aaHiiMcnoinnecH non- 
oopOM pyKOBO/mmux KaapoB zuia apyrax opraHH3aunii. 
4. B KOMHdTC GbiJio MHoro noceTHTe.ieii. 5. Ha Bcucpc 6y.neT 
MHoro n3BecTHhix 6h3hccmciiob. 6. B 6n6jiHOTeKe Aocxa- 
tohho KHiir no MeHeAJKMCHTV h MapKeTHHry? — BnojiHe 
AocxaTOHUO. 7. B Maraamie He olijio KHiir no jiomcTHKe. 
8. B KaouneTe MaJio Meoejm. 9. B ra3eTe MHoro HHTepec- 
Kbix o6*bnB.ieHiiH. 10. Ha CTOJie MeHe^acepa jieacajrH micb- 
Ma h cl»aKcu. ll.C’KOJibKO jnoaew by^eT Ha nepeMOHHii 
oTKpbiTim (at the opening ceremony) ToproBoro ueHTpa? — 
Bojiee ct a. 12.CKOJibKO yrojibHHX rnaxT b otom perwj- 
He? — flecHTb. 

Exercise 8. Work in pairs. Speak about a manager's 

office. Use the model and lists of words below. 

Model. A: What furniture is there in the office? 

B: There is a desk... 

A: What business machines and electronic devices 

are there in the office? 

B: There is a computer... 

A: What things do managers use at work? 

B: They use pens... 

Chairs, armchairs, a desk, a table, shelves, a bookcase, 
a safe. 

A Xerox copier, a computer, a fax machine, a telephone, 
a mobile phone, a calculator, a CD player, a DVD player. 

Sheets of paper, files, filers, a stapler, a glue stick, a 
hole punch, paper clips, clipboard, pens, pencils, markers, 
erasers, felt-tip pens, drawing-pins, a screen, a whiteboard, 
a flipchart, CDs, DVDs. 


Exercise 9. Work in pairs. Speak about different 
enterprises and organizations in your city /town. Use 
the model and list of words below. 
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Model: A: How many employment offices are there in 
the city? 

B: There are four employment offices in the city. 

Factories, plants, mines, hospitals, jobcentres, schools, 
universities, institutes, libraries, shops, cafes, restaurants. 

Exercise 10. Read the text and find out how executive 

recruitment is organized in the United States. 

Executive Recruitment in the USA 

Executive recruitment is big business in the United 
States. Recruitment is the activity of finding workers for 
companies and other organizations. Different recruitment 
agencies make money by looking for suitable people for 
employers. 

Sometimes recruiters are called head-hunters. A head- 
hunter is a professional who searches for talented and highly- 
qualified specialists. He/she usually offers them to leave 
their job and take another job which has better pay. It may 
be a job with a rival firm. Recruiters do not care very much 
about such things as loyalty to old companies and morals. 
On the other hand, head-hunters help prosperous firms hire 
excellent professionals and give talented people an 
opportunity to receive fair pay for good work. 

Scott Walmsley is an authority on executive recruitment. 
He is Executive Director of the Association for Sales Force 
Management. It is a Seattle-based organization dealing with 
recruiting top sales managers. S.Wamsley knows the inside 
of recruitment and his advice is professional and sensible. 
In his article Some useful facts about executive recruiters 
he describes the system of finding management professionals 
for companies. 

In the USA there are two different types of recruiting 
firms: retained and contingency. Retainer firms are hired 
to find and recruit key people. The compensation for these 
positions typically starts at $75,000 and goes up from 
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there. The retainer firm is paid a fee whether or not a 
candidate is hired, all expenses are paid by the client firm. 
Only one firm works on the search. Retained recruiting 
firms are often large and international. 

There are two groups of people working in retained 
firms, search consultants and researchers. Search con- 
sultants deal with clients. They choose and present can- 
didates to the client firm. Consultants who work in the 
large prestigious firms make excellent incomes. They are 
famous in their industries. 

The other group is the researchers. They find candidates 
that match the client’s specification and make the initial 
contact with them. Researchers also do most of the 
reference checking. 

The other type of recruiter is a contingency firm. The 
recruiter only gets a fee after they find a candidate that is 
hired by tbc client. Most of the positions contingency firms 
recruit for pay about $40,000 to $90,000. Contingency 
recruiters pay all the expenses and often compete with 
other contingency firms working on the same assignment. 
The fee paid to the recruiter is usually based on a percentage 
of the annual compensation, typically 15-25%. 

Recruitment firms help managers to get better jobs 
and fill higher positions in companies. Their services are 
in great demand in the USA. Similar recruitment orga- 
nizations work in other countries, including Russia. But 
in this country an effective system of finding management 
professionals is still developing. 

People looking for a job with a prosperous company 
apply to a recruiting firm. They usually send their resumes 
and covering letters. Some firms may ask applicants to 
submit their curricula vitae and references. At present, 
candidates usually fax or e-mail their papers. Suitable 
candidates are invited for interview. At the meeting the 
recruiter asks them questions about themselves, their skills, 
abilities, experience and finds out if they fit the client’s 
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criteria. The recruiting firm chooses the best candidates 
and the client company takes the final decision. 

Scott Walmsley also gives some tips on applying to 
recruiters. These tips are of- interest to Russian profes- 
sionals, too. 

The resume and cover letter must be short, to the point 
and understandable. Large firms receive over 100 resumes 
a day and they are not going to read every word. They look 
for ♦key words* which relate to past experience, positions 
and accomplishments. Applicants are recommended to make 
a short statement of their education, qualifications for the 
job. professional achievements, career goals and plans to 
contribute to the success of the organization. 

In the « objective* section applicants should write how 
they are going to improve the work of the company. They 
must be ready to work hard, introduce innovations, move 
to another place, etc. Employers need creative, energetic 
and enterprising workers. 

Any good recruiter will check the references. He 
matches the interests of the client with those of the 
candidate. 

Exercise 11. Find in the text the equivalents of these 

words and word combinations. 

Iloflbop pyKOBoAaiqux Ka^poB; HaHHMaTejni; iimeT Ta- 
jiaHTJiHBbix h BBicoKOKBaJixftJmiinpoBaHHBix cneuHfui hctob ; 
op ran H3 anna, HaxoAaiqaHCH b CnoTJie; nojrynaTL roiiopap; 
onjiauHBaTL nee pacxozmi; KonKypiipoBaTt, c apyrnMH cj)np- 
MaMii, 3aHHMaiorr;HMMca noabopoM Ka#poB no 3an;aHiiio kjih- 
eHTa; 3anaHne; esKerrmHax KOivmeHcaqM; ycjiyrn; no;io6- 
Htie opraHH.iauHH, 3flHUMaToiqneca no^bopoM KaapoB; crro- 
coSctbo bbtb ycnexy opraHimannn; TBopuecKHe, 3HepnnmHe 
h npennpiinMTOBbie psoothiikii; npoBepmoT peKOMemamm. 

Exercise 12. Answer the following questions in pairs. 

1. Who arc head hunters? 
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What does Mr. Walmsley do? 

. What types of recruiting firms are there in the USA? 
How is work organized in retainer firms? 

5. What are the responsibilities of search consultants? 

6. What are the duties of researchers? 

7. IIow is work organized in contingency firms? 

8. Are the sendees of recruiters in demand in the LhSA? 

9. What documents must the applicant submit to the 
recruiter? 

10. What tips does S.W. Warmsley give on applying to 
recruiters? 

Exercise 13. 

1. Look through the following advertisements. 

2. Say what positions are offered, what criteria applicants 
should fit. Would you apply for these positions? 

3. Say what sendees are offered to the heads of firms by 
the recruitment companies. 

Wfc WILL UJSCOYtK -NKW OePKI lUVl' 1 1HS MJK YOU! 


I X1:CL'~IVC SEARCH AND SUPPORT PERSONNEL RECRUITMENT 
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THE MIST COMPANY 

offers the following positions 
A Big Export-Import firm is Searching: 

The Chief of Sales Department 

Male. 30-40 y o.. higher education, previous experience in 
wholesale in foreign firm not less than 1 year, English. PC. The 
salary fur the trial period from $500. 

Tel. 243-1597 

Marketing Manager 

Higher education, 30-40 y.o., previous experience of similar work 
not less than I year, good knowledge of marketing research 
methods. 

Tel. 243-1597 www.trasl.ru 
OUR SERVICES TO THE HEADS UI FIRMS AND BANKS 
Personnel consulting: determining vs hat is needed for vacancies; 
describing the operations, personal specifications of potential 
employees, and problems of company policy 
Expert examination of vacancies: determining thecompctiiivencss 
of vacancies on the basts of analyzing the demand and supply for 
similar positions in the Moscow labor market. 
Investigations by tests: appraisal of business and psycho- 
physiological characteristics of the personnel using professional 
selection programs 

Selection of personnel: complete or icduccd complex of services 
for the search, selection and presenting several candidates to the 
employer, proceeding from the requirements to the vacancy. 


Exercise 14. 

I. Imagine you work for a recruitment agency. Write 
an advertisement for a client looking for qualified candi- 
dates to occupy a position as sales manager / advertising 
manager / accounting manager / logistics manager / human 
resources manager / R&D manager / production manager / 
assistant manager. 

II. Imagine you work for a recruitment company. 
Advertise your company in writing and orally. 

Exercise 15. Say what employment organizations help 
people to get a job in your city/town. Describe their 
activity. Use the list of word combinations below. 
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Employment centres, recruitment firms, to recruit 
workforce, to recruit executives, to inform people about 
vacancies, to put advertisements about open positions, to 
organize courses, to run training schemes for the unemployed, 
to match the interests of candidates and employers. 

Exercise 16. Describe the duties of an employment 
agent, an employment officer, and an employment 
manager. Use the list of word combinations below. 

To look for talented people; to put information about 
vacancies in newspapers, to put information about 
candidates in newspapers; to check candidates' resumes, 
curricula vitae, references. 

To consult employers; to consult candidates; to describe 
the operations and personal specifications of potential 
employees. 

To direct and control the process of recruitment; to 
conduct interviews with candidates; to select the best 
candidates; to present candidates to the employer. 

Exercise 17. Tell the group if you would like to work as 
employment manager and why. 

Exercise 18. As you know, a business card is a small 
card with the owner's name, position, company, and 
address printed on it. Business people give and receive 
cards to introduce themselves to partners. Look at Anne 
Evans' business card. Make a card for your father/ 
mother / yourself. 

r'Ktniny Q*. 

Anne Evans 
Staff Manager 

12, Blackpool Road, London, AFS 7CK, England. 
Phone: (0273) 793479 Fax: (0273) 793580 
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3.2. In the Job Interview 

Exercise 1. Focus on the topical vocabulary, 
self-confident L self knnfidant] a — cnMoyBepeHHbiii, yBe- 
peHHbift b ce6e 

demanding [di'mamdiq] a — Tpe6oBaTejibHbiH 
interview [intavju:] n — coCeceAOBaHne; v — iipoboautb 
coGecegOBaroie 

interviewee L mtavju: i ] n — npoxoAHinnii cooeceAOBamie 
interviewer ['mtavju:a] n npoBOAniu,iiH co6eceAOEamie 
to do one’s best [*du: 'warz 'best] — Ae;iaTb BC e B03Mo>KHoe 
to produce a good impression on smb. [pra'djurs] — npon3- 
boahtl xopomee BneuaTneHiie Ha noro-Ji. 
strength [strepB] n — ciiJia, cmibHa* CTopoHa, aoctohhctbo 
weakness [ \vi:kms] n — cna6ocTb 
willingness [ wilirjms] n — roTOBHoerb 
to relocate [, ridau'kcit] u — nepecejiHTb(ca) 
placement ['pleismant] n — oope/iejieiiiie ua AonwHocTb, 
paooTy 

to provide services [pro vaid S3:visiz] = to do services — to 
offer services — OKaaLiBaTL ycjiyrn 
fluent [ flu-ont] a — cBoooAHbiii, Serjiuii (o penn) 
negotiation [m gatjVeiJan] = talks [to:ks] n — neperoBopw 
to conduct talks [kan dAkt] = to hold (held) talks — npoBo- 
jlHTh neperoBopbi 

charges [' tfa:d 3 iz] n — 3aTparw, H3aep>KKH 
driver’s license ['draivaz 'Iaissns] (AE) = driving licence 
[ draiviij] (BE) — BOAHrejibCKHe upaBa 
to settle claims, disputes [ setl 'kleimz, dis'pjmts] — vpery- 
jmpoaaTb npeTeH3nn, cnopw 

personal details [ p3:snl drteilz] — noApooHbie cbcachuh o 
H enoBene 

full name [ ’ ful 'neim] — nojmoe iimh 

first name [f3:st] = given name [ givsn] = Christian name 
[ kristjan] — iimh 

patronymic [, p<etra nimik] n — oTuecTBo 
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last name [best] (AE) = family name ['famuli] (AE) = 
surname [ S3:neim] — cJjaMHJiHH 
permanent address [ p3:m3n3nt o'dres] — itoctohhh uh aapec 
marital status ['maenll steitas] — ceMeiinoe noJio>KeHne 
married [m<erid] a — >KeHaTbixi, 3aMyjKHHH 
single [sirigl] a — xojioctoh, He3aMy»cHHH 
divorced [di'vo:si] a — pa3BeaeHHbui, pa3BeaeHHaH 
widow [ Wldau] n — ba osa 
widower [widaua] n — baobcu 

background fbxkgraund] n — nonroTOBKa, o6pa30Banne, 
KBajmt|3HKaunH; oiiorpaibnuecKiie hjih aHKeTHwe auh- 
Hbie nponcxo>KAeHiiH 
dependent fdi pendant] n — iixqaiiBeHen 
citizenship ['sitizan/ip] n — rpawuwcTBO 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Motivate, motivated, career- motivated, motivation; able, 
ability; skill, skilled; honest, honestly; success, successful; 
demand, demanding; interview, interviewer, interviewee; 
apply, application, applicant; require, requirement; place, 
placement, replace, replacement; translate, translation, 
translator; interpret, interpretation, interpreter; attract, 
attractive, attraction; drive, driving, driver; refer, referee, 
references; depend, dependent, dependence; citizen, 
citizenship. 

Exercise 3. Guess what these international words mean. 
International firms; a career in business; manners; to 
interview candidates; to produce; a sweater; official si- 
tuations; formal communication; a respectable and com- 
petent person; qualified personnel; vacancies, a vacant po- 
sition; an agency, an agent; inefficiency; a linguistic uni- 
versity; communicative; energetic; an office manager; 
office management; an administrator; a financial director; 
a budget; planning; credits; modern computers; a license; 
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business documents; a practical course; professional 
interests: technical service; negotiations; contracts; 
disputes; deposits; Moscow routes; personal details; 
a nationality; a status; a telephone; a permanent address; 
a type of business, industry; a region; civil engineering; 
an application form; a date; a diploma. 

Exercise 4. Find synonyms in Lists A and B. 

Model: the head — the boss 

A. An applicant, the head, mail, a job-hunter, secondary 
school, duties, a firm, a first name, a last name, an 
accountant, a type, a patronymic, an objective, negotia- 
tions, a subordinate, a civil engineer, a field, a job, accom- 
plishments. 

B. An inferior, post, responsibilities, a company, 
a surname, a bookkeeper, a kind, a father’s name, talks, 
a building engineer, the boss, achievements, a candidate, 
a purpose, a job seeker, work, high school, a sort, a given 
name, a branch, a family name. 

Exercise 5. Read the following word combinations and 

give their Russian equivalents. 

To be suitable for a job; to be interested in; to apply to 
recruiters, to send resumes and cover letters; to provide 
services; to speak English fluently; to meet the requi- 
rements and wishes; free of charge; in case of; affordable 
prices; working experience: office equipment; practical 
experience; a good command of English; highly educated; 
experience in foreign trade; a driver’s license; a driving 
licence; a weapon licence; chief accountant; accounting 
records; accounting reports; accounting spreadsheets; to 
supervise execution of contracts; currency transactions; 
quick to learn; to conduct talks; conduction of talks; 
settlement of claims and disputes; International Law; to 
hold a position; a curriculum vitae; to be responsible for; 
to be in charge of; advertisement leaflets; a first name, a 
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given name, a Christian name; a patronymic; a last name, 
a surname; a country of citizenship; background. 

Exercise 6. Read these sentences and express the same 
in Russian. 

1. Is there anything urgent in the mail? 2. They sent 
the documents by e-mail. 3. Mail order is a system of 
buying and selling goods where you choose what you want 
from a firm’s catalogue and the firm sends you what you 
have ordered by post. 4. Applicants are asked to give the 
names of their referees. 5. He has applied for another job. 
6. The manager was given the list of applicants. 7. The 
boss is away. He’s on business. 8. Is Mr. Brown in? — 
Yes. he’s waiting for you. Come in, please. 9. Who is the 
owner of this mine? 10. He has the right background for 
the job. 11. Mr. Blake is his immediate subordinate. 
12. Fetch me the documents, please. — OK, boss. 13. The 
chief wants to see you in his office. 14. Mr. Tyler is the 
head of the company. 15. The head of the Foreign Languages 
Department was present at the meeting. 16. You should 
be polite both to your superiors and inferiors. 17. Have 
you written your application for the position? — Not yet. 
18. Please, complete the application form. 19. I want to 
call Mr. Adams, but I don’t remember liis phone number. — 
Consult the telephone directory. 20. Keep to the point! 

Exercise 7. Match the words with their definitions. 

1. An applicant a) is a person who gives work to 

other people and pays them for it. 

2. A referee b) is a person who is in charge of 

an organization or a department. 

3. An employer c) is a person who has a less im- 

portant position than you in the 
organization for which you work. 

4. An employee d) is a person to whom a company, 

an organization, or a shop belongs. 
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5. The boss e) is a person who formally ask to 

be given a job. 

6. The owner f) is a person who is paid to work 

for another person. 

7. A subordinate g) is a person who gives you a 

reference when you are applying 
for a position. 

8. Your chief h) is a person who holds a higher 

position than you or has authority 
over you in the organization for 
which you work. 

9. A superior i) is the person who has authority 

over you in a job. (Informal) 

10. The head j) is a person who sets up an enter- 

prise in order to make a profit. 

11. An entrepreneur 

12. An inferior 

Exercise 8. Choose the correct form of the verb in 
brackets. Consult §§ 20-27 (Reference Grammar). 

1. We (have seen / will have seen) a lot of places 

of interest this week. 2 . They (have passed / will have 

passed) their exam by the end of June. 3. He said that he 

(has found / had found) a good job. 4. The sales 

manager promised that the goods (would have been 

delivered / will have been delivered) by the end of the 

month. 5. The letters (have been signed / have signed) 

already. 6. The goods (had delivered / had been 

delivered) by the 15th of July. 7. The invitations to the 

party (will have been sent / will have sent) by Saturday. 

8. The secretary said that she (will have typed / would 

have typed) the letter by 12 o’clock. 9. The businessman 

_ (have travelled / has travelled) a lot. 10. I (shall 

have read / will have been read) the book by the end of the 

week. 11. The guide told the tourists that the plane 

(has landed / had landed) already. 12. The expenditure on 
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education (has been out / has cut). 13. The repair 

(had been completed / has been completed) by the manager’s 

arrival. 

Exercise 9. Work in pairs. Speak about completed 
actions. Use the model and list of words below. 

Model: A: Have you filled in the form? 

B: Yes, I’ve just done it. / Not yet. / I haven’t 

finished it yet, 

To find a job, to have training, to write an application, 
to send a cover letter, to fill in a form, to read an adver- 
tisement of a job placement agency, to apply for a job, to 
consult the telephone directory, to phone an employment 
agency, to find out about vacancies, to graduate from 
university. 

Exercise 10. Work in pairs. Ask your partner what job 
he/she is interested in. Change roles. Use the model 
below. 

Model: A: What position are you interested in? 

B: I’m interested in the position as office manager. 
A: How many years* experience do you have? 

B: None. I’ve just graduated from university. 

Exercise 11. Have you ever tried to look for a job? Read 
the text and find out how to behave in a job interview. 
Compare these recommendations with what you’ve learnt 
from your own experience. 

In the Job Interview' 

In Russia you can read about vacancies in newspapers 
or apply to an employment centre and a job placement agency 
to find out about open positions. State employment centres 
help people to find jobs free of charge. Private job placement 
agencies make money by finding work for job-seekers and 
workers for organizations, enterprises and firms. 
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Write your resume or curriculum vitae beforehand and 
submit it on request.. Some companies want applicants to 
send their papers by e-mail. In this case you are to e-inail 
your resume. CV and a covering letter. If they like your 
personal details, you will be invited for interview. 

If you want to be employed as manager, first you should 
understand if you are suitable for the job. It means that 
you must be career-motivated and have some important 
qualities, abilities and skills. 

Good managers like to do their jobs. They are interested 
in the development of business and the success of their 
companies. They are ready to work hard and learn. 
Successful managers arc intelligent, honest, self-confident, 
responsible, demanding and loyal to their companies. They 
demonstrate communicative, creative and leadership 
abilities. 

The professional skills of a manager comprise inter- 
personal, entrepreneurial, inventive and organizational 
skills. Besides, some technical and additional skills are 
needed. Efficient managers can work on a computer. For 
the staff of international companies it is important to 
know foreign languages, especially English. It is good if 
you can drive a car. 

Before having a job interview, answer the following 
questions honestly: 

— Do you really want to get the position? 

— Do you like the company? 

— Are you satisfied with the conditions and salary 
offered? 

— Do you have a proper education? 

— What are your strengths and weaknesses? 

— Can you show the necessary qualities, abilities and 
skills at work? 

— Are you rendy to learn and develop your skills? 

— Will you be able to work hard for the company? 

— Do you feel that you are fit for the job? 
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If your answers are positive, go to the interview and 
do your best to produce a good impression on the 

interviewers and get the job. 

In the interview, you will be asked questions about 
yourself, your abilities and skills, your work experience, 
your strengths and weaknesses, your career goals, the 
contribution you can make to the company. You may asked 
many other questions, for example: 

— Why did you leave your last job? 

— What were your biggest responsibilities? 

— What have been your greatest accomplishments 
recently? 

— Whom may we contact for references? 

— Do you play any sports? 

— Why do you want to work in our company? 

— Do you prefer to work by yourself or with others? 

— What salary are you expecting? 

— What qualifications do you have that relate to the 
position? 

— What motivates you in your work? 

— How will you achieve success? 

— Can you travel? 

— What hours can you work? 

— When could you start? 

Answering these questions, try to be frank and open. 
Any information can be checked easily, any lie will come 
out. You should demonstrate your knowledge of mana- 
gement and your field of specialization (sales, accounting, 
production, logistics, personnel, etc.). Keep to the point 
when you answer questions. Don’t be too talkative or wordy. 
Don’t show your nervousness. Follow the English saying: 
• Be concise, be precise, be wise*. 

Be ready to display your good qualities and skills. 
Remember that bosses do not like their subordinates to 
have bad habits (drinking, being late, talking on the phone 
1(00 much, etc.). You should bear in mind that smoking is 
Strictly forbidden in most offices. 


96 


AHmUMCKUli fl/lfl 6AKAJ1ABP0B MEHEQXMEHTA « 


Don’t forget about the dress code. In an interview in 
big companies, men should wear a business suit, which is 
a dark suit with a white shirt and a tie. Women can wear 
a dark skirt and a white blouse or sweater, a trendy dress 
or suit. Reputable companies want their employees to look 
neat and worthy. 

Experts say that good looks are important in business. 
Besides, you must have good manners, be polite and speak 
good Russian and English. Remember that in official 
situations people’s speech and behavior are formal. In many 
foreign companies employees are required to he optimistic 
and happy. Managers deal with people and they are 
supposed to smile at customers and colleagues. 

In short, try to produce an impression of a successful, 
cheerful, competent, and respectable person. 

Exercise 12. Find in the text the equivalents of these 

words and word combinations. 

IJeHTp aaHHTOCTH; Gwpo no TpyAoycTpoiicTBy; BaKaH- 
chm; 3apa6aTbiBaior aenbrn; npeTeHAeiiTbi na paGonee Mec- 
to; 3apanee; nocujiaTb £OKyMeHTW no DJieKrpoHHoii noMTe; 
ynopHo paooTaTb; VMHbiii, necTHbiii, yBepeHHbrii b ceoe, 
OTBeTCTBeinibi ii , TpeGoBaTejibHbiH, npeAanHbiM; npoii3BO- 

AHTb xopomee BnenaTaemie; AGMOiiCTpiipoBaTb xoponme 
KanecTBa n y.Meniia; npHB;ieKaTe,ibiiaa BneuiHOCTb; tobo- 
ptxre no cyutecTBy. 

Exercise 13. Answer the following questions in pairs. 

1. How can you find out about vacancies? 

2. WEat documents do job-seekers submit? 

3. What should you realize before having a job interview? 

4. What personal qualities do good managers have? 

5. What skills do they need? 

6. What questions are asked in an interview? 

7. What clothes are the best for an interview? 
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Exercise 14. 

1 Look through the advertisement of a job placement 
agency. 

v Say what services are provided by the agency. 

3 ’ Say what kinds of people offer their services. What 
are their personal qualities and professional skills? 
What salary do they want to get? 


Emerald Agency presents 

Qualified personnel 

for 


different vacancies 


“ Our agency provides effective services in job placement to 
professionals seeking jobs with successful foreign and Russian 
companies. 

Free of charge replacemenl of applicants in case of their 
inefficiency. 

Wc only collaborate with reputable firms. 

The company branches work all over the country. 

Our agency works with the largest database of highly qualified 
personnel. 

All applicants speak English fluently and will meet all your 
requirements and wishes. 

We offer moderate prices that will suit you. 

Our address: 1 1726*7 Moscow, Box 1 

Tel. 143-067(1 www.enieralda g ency.ru 


Office Manager / Administrator: male, 31 . University 
linguistic education, fluent English, experience in mana- 
gement, translation / interpretation, negotiation, user of 
IBM (WORD, etc.) & office equipment, working experience 
abroad. Good communicative skills, energetic, industrious. 
Salary $7000-. Tel/fax 271-1225. 

Financial Director: male, 36, highly educated, good 
command of English and German, family, user of IBM; 
experience in foreign trade, budget, planning, charges, 
credits. Driver’s licence. Salary S8000^-. Tel/fax 282-4225. 

4. 3ax 327 
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Office Manager / Interpreter: female, 26, fluent 
English, knowledge of computer, office management, 
negotiation, translation of business documents. 3 years 
practical experience. Driving licence. Professional, 
energetic, attractive. Salary $6000. Tel/fax 133*0527. 

Chief Accountant / Accountant: female, 36, degree 
in Economics, good knowledge of computer and accounting 
spreadsheets, supervising execution of contracts, currency 
transactions. Industrious, quick to learn. Salary $7000. 
Tel/fax 132-1587. 

Lawyer (International Law): male, 33, Moscow State 
University, « Intercollege Vilasse*, fluent English, user of 
IBM, contracts, conduction of talks, settlement of claims 
and disputes, stocks, deposits, investment, consulting 
(International Law), 5 years working experience. Salary 
$10000. Tel/fax 925-8721. 

Exercise 15. Study the information about vacancies in 
Proctor&Gainble. Wliich department would you like to 
work in? Which position are you interested in? Would 
you like to attend any of the seminars or get practical 
training in the company? 

At present the world famous company Proctor&Gamble 
is doing business in Russia. It deals in cosmetics, household 
products and goods for children. 

The company offers some open positions for new college/ | 
university graduates and experienced specialists: 

■ Administrative Assistant 

■ Customer Business Development/Sales — Account 
manager 

■ Product Supply — Product Supply Manager 

■ Product Supply — Demand/Supply Planner 

■ External Relations — Associate Manager 

■ External Relations — Registration Specialist 

■ Finance & Accounting — Financial Analyst 

■ Finance & Accounting — Accountant 



. information and Decisions Solutions - Business 


Information and Decisions Solutions — System Analyst 
■. Mark et Research - Market Research Manager 
Marketing — Associate Brand Manager 
. purchasing - Purchasing Manager 

Proctor&Gamble gives top development opportunities 
to voung, talented, promising people. The company 
organizes internship programs and student seminars (Get 
Your Talent to the Top trainings, European Financial 
Leadership Seminar, International IDS Challenge, Research 
& Development Seminar, Research & Development Intern- 

ship. Product Supply Seminar). 

For further information please get into www.joinPG.ru. 
Candidates will fill in an application form, do a test and 
have a job interview. 

Exercise 16. Study the sample of an application form. 

PERSONAL DETAILS 

FULL NAME Andrei Ivanovich Kotov 

AGE 30 

NATIONALITY Russian 

ADDRESS 22. Pushkin St.. Apt 11. Shakhty. Rostov region. 

346500, Russia 

PIIONE 2219-13 (home) 

MARITAL STATUS married # OF DEPENDENTS 2 sons 
EDUCATION 

Name of School Rostov University 
Year graduated 1997 
Course taken or Degree Economics 
LANGUAGES 

German Excellent Good Fair Beginner 

English Excellent Good Fair Beginner 

EXPERIENCE COMPANY Landysh 

ADDRESS 10. Kornienko St.. Shakhty. Rostov region. 346504. 

Russia 
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Telephone / fax (851 ) 2-10-14 
E-mail 

TYPE OF BUSINESS / INDUSTRY Civil engineering 
EMPLOYED (Month & Year) Sept 1991 To present 
POSITION HELD Chief accountant 
RESPONSIBILITIES In charge of accounting records , 
accounting reports , accounting spreadsheets 
REASON FOR LEAVING personal 
REFERENCES 

Name of referee V. P. Chernenko 

Work address of referee 10, Korolenko St., Shakhty , Rostov 
region, 346504, Russia 
Work phone 22 10 14 

Exercise 17. Fill in the application form. 

PERSONAL DETAILS 
FIRST NAME PATRONYMIC 
LAST NAME 
AGE 

NATIONALITY 

Sex Female Male 

ADDRESS PHONE 

MARITAL STATUS # OF DEPENDENTS 
EDUCATION 

Name of school Year graduated Course taken or Degree 
LANGUAGES 

German Excellent Good Fair Beginner 

English Excellent Good Fair Beginner 

EXPERIENCE (begin with present or last position) 

COMPANY ADDRESS 

TYPE OF BUSINESS / INDUSTRY 

EMPLOYED (Month & Year) POSITION HELD 

RESPONSIBILITIES 

REASON FOR LEAVING 

REFERENCES 

Name of referee 
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Work P hon6 

Wor k address of referee 

Exercise 18. Study the sample of a Curriculum Vitae. 

Curriculum Vitae 

PERSONAL details 
name Boris Nikolayevich Smirnov 
DATE OF BIRTH 15 July 1970 
NATIONALITY Russian 
MARITAL STATUS single 

ADDRESS 20. Pushkin Street. Apt.l l , Shakhty, Rostov region. 

346500, Russia 
TELEPHONE 22-39-54 
EDUCATION 

1998-2002 South Russia State Technical University 
Diploma (Honours) in Management 
1987-1988 Secondary school No 3, Shakhty 

Excellent marks in English, Russian, History 

PROFESSIONAL EXPERIENCE 

1993 to presentVega Company ( Rostov-on-Don ). Advertising 
Department 

Responsible for writing articles, advertisement leaflets on 
the company’s activities. 

INTERESTS 

Sports: tennis, swimming 

Reading books on history and art 

ADDITIONAL SKILLS 

Driver's licence 

IBM PC user 

Fluent English 

PERSONAL QUALITIES 

Creativity, diligence, persistence 

REFERENCES 

Sergei Petrovich Tenin 

President of Vega Company 
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Exercise 19. Write your curriculum vitae. 

Curriculum Vitae 
PERSONAL DETAILS 
NAME 

DATE OF BIRTH 

NATIONALITY 

MARITAL STATUS 

ADDRESS 

TELEPHONE 

EDUCATION 

PROFESSIONAL EXPERIENCE 
INTERESTS 

PERSONAL QUALITIES 
ADDITIONAL SKILLS 
REFERENCES 


Exercise 20. Study the sample of a resume. 
RESUME 


NAME Yelena Anatolyeuna Smirnova 
AGE 32 

COUNTRY OF CITIZENSHIP Russia 
MARITAL STATUS married 
DEPENDENTS one daughter 

PERMANENT ADDRESS 4,Shevchenko St.Apt. 40, Rostov- 

on-Don, 346500, Russia 

TELEPHONE 22-16 34 

PURPOSE position as accountant 

BACKGROUND Rostov State University, 

Diploma in economics 

LANGUAGES 


English 

German 


Reading Good 
Listening Good 
Reading 
Listening 


Speaking Good 
Writing Good 
Speaking 
Writing 


experience 

1988-1938 Lyudmila Shop 

Rostov-on-Don 

Responsible for planning 

references 

name OF REFEREE AP. Zhilin 

WORK ADDRESS OF REFEREE 15. Lermontov St.,Apt.lO. 
Rostov-on Don, 346500, Russia 
WORK PHONE 22-55-59 


Exercise 21. Write a resume. 

RESUME 


NAME 

AGE 

COUNTRY OF CITIZENSHIP 

MARITAL STATUS 

DEPENDENTS 

PERMANENT ADDRESS 

TELEPHONE 

PURPOSE 

BACKGROUND 

LANGUAGES 

EXPERIENCE 

REFERENCES 

Exercise 22. Complete the Language Evaluation Form, 
please. 

LANGUAGE EVALUATION FORM: 

Please evaluate your own language skills. Put a tick in 
the box which you feel best describes your language skills. 

Reading: 

0 Beginner (I can read simple, everyday texts) 

C Intermediate (I can read specialized literature in my 
field) 
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□ Advanced (I can read non-academic and academic prose j 
without difficulty) 

Listening: 

□ Beginner (I can understand slow, articulate speech) 

□ Intermediate (I can follow natural speed conversation) 

□ Advanced (I can understand seminars and follow 
lectures) 

Speaking: 

□ Beginner (I can communicate at a survival level) 

□ Intermediate (I can communicate fairly comfortably 
in every day situations) 

□ Advanced (I can interact with ease in a wide range of 
academic and non -academic situations) 

Writing: 

□ Beginner (I can write personal and business letters) 

□ Intermediate (I can write essays and compositions on 
non-academic subjects) 

□ Advanced (I can write research papers) 

Exercise 23. Act out the dialogue. 

A. Good morning. Mr. Brown. 

B. Good morning, Mr. Litvinov. Will you take a seat? 

A. Thank you. 

B. Have you filled in the application form? 

A. Yes, here you are. And here’s my resume. 

B. Good, you’re 35, aren’t you? 

A. Yes, I am. 

B. What’s your place of birth? 

A. Novoshakhtinsk, Rostov region. 

B. Have you written your date of birth? 

A. Yes, the tenth of November, 1975. 

B. Good. Describe you background, please. 

A. I studied at Rostov University. I took economics. 

I graduated from the university with honours. 

B. When did you graduate from the university? 

A. In 1997. 
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r Tell me about your work experience, please. 

. ,. m working for the Tyulpan Company. I’ in assistant 
aap! of the production department. I was promoted to 
’'J, 811 osition in 1999- I had worked as economist before it. 
t ' S B. What type of production is it? 

A. Textiles. 

B. How much do you make? 

A 13.000 rubles a month. 

B Are you satisfied with your work? 

A. I think, yes. And I’m ready to present good references 

from my boss. 

B Why are you going to leave/ 

A. I’d like to work for a bigger company. I want to 
have greater career prospects. I’m interested in foreign 
trade, that’s why I’d like to be employed by your company. 

B You speak English quite well. 

A Thank you. English was my favourite subject at 
school. Besides. I did an intensive English course at 
university. I’m a certified translator. And I spent a year 
in England as an exchange student. 

B. What foreign countries have you visited for profes- 

sional purposes? 

A. I visited Turkey in 2007. 

B. Good. Can you operate a computer? 

A. Sure. I’ve been using a computer since my childhood. 
I’ve got a computer at home. Besides, I took a computer- 
science course at university. 

B. Can you drive a car? 

A. Yes. I received a driving licence five years ago. 

B. Which position are you applying for? 

A. A position as manager. I took a course in manage- 
ment last year. 

B. What salary would you like to get? 

A. For a start $700. 

B. Thank you for your information. You 11 be hearing 
from us. 

A. Thank you very much for meeting with me. 
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Exercise 24. Role-play. 

1 Roles: an agent and a client. 

A man/woman comes to a job placement agency. He/ 
she wants to be placed in a position as manager at a 
prosperous company. An agent greets him/her, offers a 
seat and asks questions which will help him/her to write 
an advertisement for the client. The agent asks the visitor 
to fill in an application form and write a resume. 

2. Roles: a sales manager, an applicant. 

A big company is looking for candidates for a position 
as assistant manager of its sales department. The sales 
manager interviews one of the candidates. The interviewer 
asks him/her questions about his/her age, marital status, 
background, professional experience, interests, and 
personal qualities. The candidate answers the questions. 
The manager informs him/her about his/her new duties. 
The interviewer promises to inform the candidate about 
his/her decision in writing. 


UNIT 4 

LEADERSHIP 


4.1. Leaders and Managers 

Exercise 1 . Focus on the topical vocabulary. 

to state Isteit] V — 3 aaBJiflTb, y-rBep^KAaTb 
influence [mfluans] n — BjraanHe; v— bjihotb 
prominent ['prominent] a — BUAaiommica, bhahmh, wsBe- 

CTHbLM 

to imply [im'plai] v — noApaoyMesaTb 

within the framework of smith [wi fim] - b paMKax wo-ji. 

goal [goul] n — uejn> 

foundation [faun'deijon] n — ocHoeaHHe, ochobu, 6aaa 
communicate [ka'mju:nikeit] v — coobmaTb, nepeAauaTb; 06- 
maTbCB 

mutual [Tnjuufuol] u — B3aHMHfaiH f o6oioahhh 
reward [ri'wo.d] a — HarpaAa; v — narpaayi.aTb 
power figure ['pava'figo] — ^eJiOBCK, oojiaAawmnii BJiacTbio 
supporter [sa'po-to] n — ctopohhhk 
follower ['folsus] n — nocjieAoaaTe:n>, ctopohhhk 
to make a decision [di * si3-“> n J = to take a decision npn- 
HHMaTh pemeHue 
loyalty [ IdidIhJ n — BepHOCTb 

performance [pa'foaTians] n — BwnojrneHne, AeucTBiie, iih- 
TeHCHBHOCTb Tpy#a 

respect [ns'pekt] n — yBa*KeHne; v — ysa^aTb 
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to admit [ad'mit] v — npn3HaBaTb 
to transfer [tra?ns'f3:] v — nepeirocnTb, nepcaaBaTb 
vitality [vai'tzeliti] n — >KH3Hecnoco6irocTb 
pride [praid] n — ropaocTb 
achievement [o'tfrvmant] n — Aocra>KeHiie 
to inspire [in spats] v — baoxhobjuttb, BooAymeBJTHTb, cth- 
My.inpoBan, 

efficient [i fijbnt] a — KBajiHcbnunpoBaHHuif, yMejibiir 
acknowledged [dk'nnlic^d] a — npH3HaHHbin 
charisma [ka'rizms] n — xapn.iMa, npHTAraTejibHan cnjia, 
ooaHHHe 

belonging [bi'lDQig] n — cBH3b, obmHocTL, cruio*reHHocTb 
exchange [ikstfeincfr] n — o6MeH; u — ooMeHiiBaTbcn 
to speak out ['spi:k 'aiu] v — BbicKa3biBaTbcn oTKpoBeHHo 
compassion [kam 'pce/an] n — xcajiocTb 
sense [sens] n — nyBCTBo; cmucji 
sensitive [’scnsitiv] a — HyBCTBUTe.ibHbiH 
to provide [pra'vaid] u — odeciieHitBaTb, cHaGxcarb; aasaTb 
tough [ t Af] a — ynopHbiH, acecTKHH, HecroBOpHHBbiH, 
TpyAHbiH 

firmness [ # f3:mms] n — TBepAOCTb 

Exercise 2. Try to understand the meaning of the 
derivatives. 

State, statement; prominent, prominence; admit, ad- 
mittance; sense, sensitive; respect, respectable; nation, 
national, nationwide; profit, profitable; efficient, effi- 
ciency; miss, missing; vital, vitality; decide, decisive, deci- 
sion; practice, practical; lead, leader, non-leader, leader- 
ship; skill, skilled, skillful; frame, framework; acknowled- 
ge, acknowledged, acknowledgement; pride, proud; perform, 
performer, performance; improve, improvement; achieve, 
achievement; reward, rewarder; listen, listener, listening; 
represent, representative; inspire, inspiration; discover, 
discovery. 
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Exercise 3. Guess what these international words mean. 

A local manufacturer; a multimillion dollar business; 
rate ideas: a decade; organizations, organized; 
t0 ftural leader; an efficient manager; a potential; plans; 
managerial practice; productive; optimal conditions; a for- 
mula for leadership; foundations; to communicate, a com- 
municator. communication; based; loyalty; standards; po- 
sitive; business activity; actions; charisma. 

Exercise 4. Read the words having the negative prefixes 
in- and non- and say what they mean. 

Inactive, inadequate, inappropriate, inattentive, inca- 
pable, incommunicative, incompetent, incomplete, incon- 
siderable, incorrect, ineffective, inefficient, ^formal. 

Non-European, non-ferrous (metals), non-fulfillment, 
non-leader, non-member, non-metal, non-metallic, non- 
productive, non-profit, nonsense. 

Exercise 5. Read the words with the prefix multi - [ mAlti] 
(MHoro ) and guess what they mean. 

Multi-coloured; a multimillionaire; multi-million; multi- 
storey; multipurpose; multimedia; multinational. 

Exercise 6. Form adverbs from the adjectives using the 
suffix -ly and give their Russian equivalents. 

Model: complete — completely 

nojiHbiii — nojiHOCTbio 

Relative, necessary, efficient, natural, complete, close, 
separate, distinct, practical, different, serious, perfect, 
adequate, logical, successful, careful, effective, occasional, 
broad, ironical, proper. 

Exercise 7. Find synonyms in List A and B, C and D, E 
and F. 


Model 1: communicative — sociable 


no 
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A. Efficient, nice, prominent, communicative, loyal, 
chief, adequate, broad, fine, careful. 

B. Pleasant, main, cautious, sociable, excellent, skilled, 
true, wide, qualified, suitable, famous. 

Model 2: to inspire — to encourage — to motivate 

C. To be in command, to maintain, to provide, to finish, 
to build, to connect; to consist of, to make use of, to 
manage, to inspire, to call, to pull people together, to 
concern with, to acknowledge, to discover, to make a 
decision, to transmit. 

D. To supply, to complete, to construct, to lead, to 
unite people, to deal with, to recognize, to find out, to be 
made up of, to take a decision, to use, to arrive at a decision, 
to command, to encourage, to give, to create, to name: to 
come to a decision, to transfer, to keep, to link, to motivate, 
to transfer smth to smb. 

Model 3: art — craft 

E. Power, a follower, a goal, a great deal of, manufac- 
ture, a store, working conditions, strength, behaviour, 
application, care, picture, art, charisma. 

F. Lots of, production, labour conditions, caution, a 
painting, charm, craft, an objective, a supporter, a good 
deal of, a shop, force, authority, conduct, use. 

Exercise 8 . Read the following word combinations and 

give their Russian equivalents. 

To be closely connected; to maintain optimal working 
conditions; to be happy to work for a company; acknowled- 
ged leaders; to find a formula for leadership; good listeners; 
listening skills; to provide rewards; power figure; to make 
decisions; to take decisions; to come to a decision; to arrive 
at a decision; to admit mistakes; to find a leadership formu- 
la; to influence people; to encourage supporters; to be proud 
of something; to support people; to join a group; to inspire 
people; to communicate a sense of responsibility; to com- 
municate a sense of belonging. 
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Exercise 9. Read these sentences and express the same 
in Russian. 

i The members of the organization have a strong sense 
. w inning 2. Successful leaders have the capacity to lead 

nspec. P* H-r *»>»""■ 3 ‘ Mr - ''"If* 

• -nired the employees to work by giving them new ideas 
the enthusiasm to carry them out. 4. The man was a 
prominent economist. 5. In fact, Mr. Creedon is an efficient 
manager. 6. The manager interviewed the candidates \ery 
hard. 7. It took him years to become an acknowledged leader. 

8. He established a new style of leadership. 9. The employees 
staved loyal to the employer in spite of all difficulties. 10. The 
manager maintains order and discipline. 11. Mr.Brovvm is a 
local manufacturer. He is a natural leader. In the past decade 
he has turned his company into a multimillion, nationwide 
business. 12. In Ills books, the famous psychologist Dale 
Carnegie advises how to become a good communicator. 
13. Elwood N. Chapman is a famous American expert in 
management. He is the author of the popular book Put More 
Leadership into Your Style. 14. Willian B. Mar tin is an 
acknowledged authority on management. He heads his own 
consulting firm in Claremont, California. His firm specializes 
in management training and development. He has also done 
extensive work in customer service field. 

Exercise 10. Complete the sentences with the proper 
forms of the modal verbs can, to be able to. Consult 
§ 39 (Reference Grammar). 

1. I speak to Mr. Black, please? 2. The Import 

Manager speak two foreign languages. 3. A good 

manager become a leader. 4. I have your pen for 

a moment, please? — Certainly. 5. you come at 10 p.m.? 

6. I help you? 7. You stop work earlier. 8. Good 

managers socialize with people. 9. Strong leaders 

influence people. 10. The manager convince everyone 

that he was right. 
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Exercise 11. Work in pairs. Speak about the leader in 
your / your friend’s group. Change roles. Use the model 
and list of word combinations below. 

Model. A: Who is the leader in your group? 

B: Smirnov is. 

A: What makes him the leader? 

B: He knows a lot... He can influence people. 

To be clever, to know a lot, to be a top student, to have 
excellent marks in all subjects, to be sociable, to be friendly, 
to be ready to help other people, to be popular with girls, 
to be rich, to have a car, to play the guitar, can lead 
students, can convince people, can influence people, can 
speak in public, can understand people and their needs. 

Exercise 12. Work in pairs. Discuss with your partner | 
what should be done to be respected by people. Use the 
model and list of word combinations below. 

Model. A: What should you do if you want people to respect 

you? 

B: Firstly, you should respect other people, too. 1 

Secondly,... 

A: You may be right here. But... 

To respect other people, to understand people, to be 
polite, to be friendly, to be intelligent, to be confident, to 
be strong, to be rich, to get a good education, to be success- 1 
ful, to be popular. 

Exercise 13. Do the words management and leadership 
mean the same? Read the text and find out if you are 
right. 

Lenders and Managers 

Experts in management state that good managers are 
not always good leaders. Management and leadership skills 
arc different things, though they are closely connected. 
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FI wood N. Chapman, a prominent authority on mana- 
nt describes this difference in his famous book Put 
fZl Leadership into Your Style. In his opinion, mana- 
n t implies keeping people productive, maintaining 
Journal working conditions, and making use of all re- 
sources. A manager works within the framework of his 
nrocuuzation. Leadership is connected with the development 
of the organization, expanding its activity. According to 
F K Chapman, leadership takes people into a new territory. 

A leader sets new goals and leads his company to their 

realization. 

Mr Chapman discovered that effective leadership is 
based on management skills. It is possible to be an excellent 
manager without becoming a good leader. But it is im- 
possible to be an excellent leader without becoming a good 
manager. However, managers can improve their leadership 
abilities. 

Mr. Chapman found a formula for leadership. It consists 
of five foundations: leader as communicator, leader as 
mutual rewarder, leader as power figure, leader as decision- 
maker, and leader as positive force. 

Managers’ communicative skills make them leadeis. 
When leaders speak, their supporters want to listen to 
them and are ready to follow them. Leaders are very good 
listeners too. They understand what their supporters want. 
It helps them to know where and how to lead. 

Followers give rewards to leaders through their support, 
loyalty and performance. But it is difficult for the leader 
to reward his followers. Good leadership itself may be a 
primary reward to supporters. 

Efficient leaders have power and use it with care. Power 
is used to achieve company goals. When leaders use power 
properly, supporters respect and follow them. 

It is important for good leaders to take the right 
decision at the right time. They involve others in the 
decision-making process. They are ready to change their 
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Exercise 16. Test yourself or any leader you know on 

William B. Martin's Leadership Effectiveness Scale. 

Say what can be done to improve your / his / h ' 

leadership skills. 

Leadership Effectiveness Scale 

Rate yourself. If you are serious about improving your 
leadership abilities, the first step is to identify the areas 
in which you are performing well so that you can contin 
to perfect those skills. The next step is to uncover areas in 
which you are not performing up to your potential — wher 
improvements can be made. The Leadership Effectiven 
Scale can help you with both of these steps. 

For the optimum benefit rate yourself as a leader first. 
Then invite business colleagues to respond to the Leadership 
Effectiveness Scale with you in mind. From your input 
and theirs, you should be able to understand strengths 
and weaknesses. 

Instructions. This rating form describes 30 practices that 
are commonly demonstrated by acknowledged leaders. Please 
read each statement carefully. Then decide the extent to which 
the person being rated demonstrates that practice. Indicate 
your decision by choosing the appropriate box to the right of 
each practice (To score the results, see the next page.) 

How did you rate? 

To calculate your score on the Leadership Effective 
Scale give yourself 4 points for every U/A, 3 points for 
every FO, 2 points for every OC, and point for every R/E 
Record the subtotal of each category in the correspon 
section below. 

COMMUNICATOR 

Questions 1-6 Subtotal 

MUTUAL REWARDER 

Questions 7-12 Subtotal 

POWER FIGURE 

Questions 13-18 Subtotal 



Subtotal 


5l7Tio 

want to hear 

^^hc^hastosay 

6. Communicates a seme ot 

iMe in f! in ch arge » 

7. Encourages upward 

mmmunicalion from follower 

J. Demonstrates compassion for 

others 

9. Provides rewards that arc 

im portant to followers 

10. Is sensitive to the needs of 

others - — 

1 1. Attracts others to want to join 

his / her group 

12. Has the full backing of all 
those who work under him her 


13. Provides enough structure to 
create a cohesive feeling among 
his / her subordinates 


15. Strives to win by allowing 
subordinates to also win 


16. Gets tough when neces 


17. Is respected by subordinates 
whe n authority is used 


Usually 
if not 
Always 
2 


Fairly Occa- Rarely - 

Often sionally if Ever 




- -• ‘-VU3UU3 wnu uuicn ceiuiv. 

making important decisions 
20. Has a strong track record for 
Making solid decisions 
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1 

2 

3 

4 

_XT| 

21 . Follows a logical pattern in 
making decisions 





22. Communicates decisions with 
pride and decisiveness 




— — 

23. Is able to admit mistakes when 
he / she makes them 





24. Faces up to and makes hard 
decisions 




— . 

25. Gets others caught up in his / 
her positive force 





26. Creates an active tempo that 
others emulate 





27. Communicates a positive 
attitude during difficult or tough 
times 





28. Always puts his'her best foot 
forward 





29. Articulates an inspiring 
mission for the group 





30. Generates a feeling of pride 
and accomplishment in his / her 
followers 






DECISION-MAKER 

Questions 19-24 Subtotal 

POSITIVE FORCE 

Questions 25-30 Subtotal 

LEADERSHIP EFFECTIVENESS TOTAL 

SCORING SCALE: 

105-20 Strong leader 
90—104 Good leader 
75-89 Fair leader 
Under 75 Improvement needed 

After calculating your score on the Leadership Effec- 
tiveness Scale, formulate an action plan for your own im- 
provement. Establish realistic goals. Work on one founda- 
tion at a time until you can blend them all together into a 
comfortable and effective leadership style. You may be 



santly surprised to find that you can put more leader- 

sr«° y° ur style - 

, rc : sG 17. Work in pairs. Discuss what qualities 
Effective leaders should have. You may use the model 
words from the list below or give your own versions. 

. . ,.i A: What qualities should effective leaders have 
B: They should have strong will... And what’s your 

opinion? 

Strong will, firmness, toughness, decisiveness, con- 
sistency, honesty, sensitivity, openness, communicative 


Exercise 18 . 1/iok through the list of expressions which 
will help you to give your opinion or ask other people 
about their opinions. 


I think (that) ... 

I thought (that) ... 

I believe (that) ... 

1 feel (that) ... 

1 consider (that) ... (formal) 

In my opinion ... (more formal) 

To my mind ... (more formal) 

If you ask me ... (colloquial) 

What do you think of / about ...? 
What do you feel about ...? 
What’s your opinion of/ about...? 
That’s a matter of opinion. 

... but that’s another matter ... 


Exercise 19. Work in pairs. Speak about the leadership 
skills and managerial techniques of the officials you 
know. Use the expressions from Exercise 18. 


Exercise 20. Write about the leader you respect and 
admire. What makes his / her leadership successful? 
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4.2. Leadership Styles 

Exercise 1. Focus on the topical vocabulary, 
leadership style [ lrdojip stall] — ctiijii* pyKOBOACTBa 
behaviour pattern [bi'heivo pfetan] — MO/jejib noBe£eHH k 
attitude to [ a?titju:ci] n — oTHomeHue k 
to accept [ok sept] u — npiiHUMaTb 

order [ o da] n — npiiKa3, 3ana3; nopjmoK; v — npiiKa3ki- 

BQTL, 3aKa3LIBaTL 

authoritarian [x Oon'tEanan] n — ctopohhiik aBTopuTap- 
hoh BJiacTH, itecnor; a a BTopiiTa p h bi h , BJiacTHbiii 
autocracy [a:'tnkrasi] n — aBTOKpaTna, aBTOKpaTHHecKirii 
CTHJit ynpaBJieHiiH 

autocrat [ artakrst] n — aBTOKpaT, aecnoT, aiiKTaTop 
autocratic [, aaa'kicCtik] a — aBTOKpaTmiecKnw, AecnoTH- 


tyrant [taiarant] n — TupaH, /jecnoT 
democratic f demo krartik] a — aeMOKpaTHMecKini 
trust [trASt] n — Bepa, AOBepue; u — BepHTb, AOBepHTb 
to rely on [ri'lai] v — nojiaraTbca na 

to revise one’s views [ri'vaiz...'vju:z] — nepecMaTpiiBaT - 

to reverse [ri'v3:s] u — OTMeHHTb, aHHyjnipoBaTb 
independently [ mdi'pendantli] adv — HC3aBiiciiM0, como- 

CTOXITOJILIIO 

objection [ab d^ek/on] n B 03 pa>KeHne 
unjust [An'c^ASt] a — HecnpaBeAJiHBWH 
equal [ i kwal] a — paBHbiH; v — paBHHTbca 
equality [r'kwDliti] n — paseHCTBO 
opportunity [ t opo tjumitij n — bo3mo>khocti» 
favourable [ feivarabl] a — ojiaronpuHTHbiu 
rival I'raival] n — conepHHK, KOHKypeHT; a — KOHKypH- 
pyiomwii; v — KOHKypHpoBaTt 
assembly line [a'semblf lam] — cboponHan ji hhhh, KOHBeftep 
to refuse [ri'fju:z] v — OTKa3bi3aTbca 
to obey [a'bei] v — cjiymaTbca, noBHHOBarbCB 
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m ‘Co»3BO fl CTBeHH b .ft KOHTpOJIb 

Exercise Z. Try to understand the meaning of the 

de ? VS he haviour; accept, accepted, acceptance; style, 
.^ Itylisf, act, action; operate, operation, operator; 

S t y tier characterize, characteristic; experience, ex- 
cliaracter, c ‘ autocrat, autocratic; democracy, 

penenced, 0 ■ *.. author , authority, authoritarian; 

democrat- ever_ ^.confident, confidence, self- 

b nfSnce- revise, revision; change, changeable; delegate, 
SStion-: rely, reliance, reliable; hate, hatred; equal, 

equally, equality. 

Exercise 3. Guess what these international words mean. 

A leadership style, to manage 

manner ofTeMiereM^ I tea<^io ,ia ^y* the autocratic 
:“he democratic style, absolute authority, to consul 
with experts, to be interested in ideas, tinted leader^ to 
stimulate creativity, creative atmosphere, to desngn i a mode , 
the leading position on the market, manufacturing s 
pel-vision, administrative control, subordinates, an assembly 
line, a conveyer, a behaviour pattern. 

Exercise 4. Form new words by adding the negative 
prefix dis— and give their Russian equivalents. 

Model: to agree - to disagree - cor-mma-n.cs - ne 

corjiamaTBCfl ... . 

To obey, to agree, to satisfy, to disappear, to like, tc 
trust, to integrate, obedience, advantage, agreemen 
satisfaction, appearance, order, pleased. 

Exercise 5. Read the words formed by conversion and say 
what they mean. Determine what parts of speech they are. 
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Model: work — work ethic — to work — pa6oTa — Tpy. 
AOBa« 3THK3 — pa6oTaTb 

A rival, a rival firm, to rival; work, work ethic, to 
work; labour, labour market, to labour; profit, profit 
distribution, a non-profit organization, to profit; 
manufacture, to manufacture; control, to control; style, 1 
to style; change, to change; an order, to order; equal rights, 
to equal. 

Exercise 6. Read the following word combinations and 

give their Russian equivalents. 

The autocratic style of leadership, the democratic style 
of leadership; an autocratic leader, a democratic leader; to 
run a company; to have different characters; to give orders; 
to make unpopular decisions; to express ideas and opinions; 
to encourage subordinates; to value friends; to understand 
employees; to create a favourable atmosphere; to be rivals; 
to start making cars; to design cars, clothes. 

Exercise 7. Read these sentences and express the same 

in Russian. 

1. Henry Ford, a famous American businessman and 
innovator, was a classic tyrant. 2. The girl has authoritarian 
parents. 3. You can see the words 4 In God We Trust* on 
American coins and bills. This motto was adopted by US 
Congress in 1956. 4. Autocratic leaders seldom revise their 
views and reverse their orders. 5. Mr. Smith was invited 
to a corporate party, and he accepted the invitation. 6. The 
girl is so impolite! What she needs is a guide to correct 
behaviour. 7. The manager could rely on his team members. 

8. He missed an opportunity to go to university. 9. Ma- 
nagers must create favourable working conditions. 10. Mr. 
Shannon worked for a rival company. 11. Mr. Thompson 
was rated by his business colleagues as one of the best 
leaders. 12. Mr. Eastwood has experience in successful 
trading. 13. Leaders need to have a great deal of tact and 





, j pr( . orp respected by subor- 
diploma^ Aperts think that now management is more 

Static in style. 


Exercise , Read the 
Grammar). 


J , tn ~ av .Any color you choose so 

-r" o6Bn.no ronopH.v. • Bt. ^ere 
' on g as it s b\ac . H< MTO oh 6yneT HepubiM^ 

-TrS^atn^t When all the fanuly were 




but now he doesn't do it. 4. The family uMd t0 economize. 


but now they can a£for J to consult with 

5. Old authoritarian leaders dia 




^Viilrlbood 9 7. The man used to travel 
to read much m your w do bet ter at 

when he w,s W wmt t0 study, 

school, modern boys and gi 


t-d- S. Work * pair, ^ 

CSil SET *-- ' «- 

below. 

Model. A: Where do you tQ work in a shop. 

B: Now I work in a bank but ^ ^ busy now / 

To read a lot / very 'it ^ & shop . (not ) to go 
some time ago; to work m a b. d hard now / 

on business now / before; (no smoke now / 

before; to live aloh. / with parent, (hot) “ 
two years , g o; (not, to go to V/ 
early now / earlier; (not) to go ^ 
some years ago. 
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Exercise 10. Would you like to work under a tough 
boss or a mild one? Read the text and say which i 8 
better for business. 

Leadership Styles 

A style of leadership is the way people manage business l 
and other organizations. It is characterized both by the 
actions aimed at operating a company and by a leader’s 
behaviour at work, his or her attitude to employees and 
peers. All leaders and managers are different people, they 1 
have different characters, background, experience. But all 
of them follow these or those ideas of managing businesses 
or organizations, this or that manner of leadership accepted 
in a society. 

Traditionally, experts distinguish two styles of leader- 
ship: autocratic and democratic. 

The autocratic style is based on the absolute authority 
of the person who heads a company. It is a style of 
management in which the leader makes decisions and gives 
orders without consulting with other people. 

Autocratic leaders are not interested in other people’s 
ideas and opinions. They don’t believe in their subordinates’ 
creative abilities and professional skills. Autocrats don’t 
trust anyone, they only rely on themselves. That’s why 
they never ask other people’s advice and take decisions 
independently. Autocratic leaders are usually self-confident 
and tough. They don’t like to admit their mistakes, revise 
their views or reverse their decisions. Autocrats hate 
objections. They are often unjust to their subordinates. 
People don’t like to work under such leaders. 

The democratic style is based on the principles of 
equality and equal opportunities for all. It is a style of 
management in which all the staff are involved in making 
decisions. 

Democratic leaders encourage people to express their 
ideas and opinions. They develop and stimulate their 
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, rreative abilities and skills. Talented and 

subordinates c ^ ^ tQ take important 

eXperie,1C Democratic leaders consult with their team and 

decisio ns - Thpv reward their supporters, 

value people s ready t0 admit their mistakes and 

Democratic 1 ^ decigion . They are friendly. They 

take a neW ’ i are re adv to help them. De 

«S12 a favourable atmosphere a« work. 

Se like *0 under a " Ch Jrt r irts oppose Henry 
* «<«*■ “ iSTSl tZ *2 leaders in 
They were rivals, and their ieadershrp 

b “,TTd“fhrForf r Motor Company in 1903. He 
an d founded the Fo Hne , and the company 

developed the idea i of h the fam0 us model T 

produced a lot of cars. mos t famous 

ford which ™de tam one of cteop car „ d 

people in the USA I cars were blacU an d he 

many people bought it. • ,Anv colour 

refused to change the workers 

you choose so long as it blacky l ■ ^ time . 

made 5 dollars a week - it was lug P /^^ned strict 

Henry Ford was a classic autocrat. , p d 

discipline. He gave orders, and his wor ers ^ many 
fired his employees if they disagree wi ^ game b|ack 
years the company continued to pro u that’s why 

car, as Ford didn’t want to change anything- - ™ : 
finally, the company lost its leading position on the Ub 

'""Mired P Sloane Jr. was President of General Motors^ 
He was a democratic leader. First the company 
successful. But Sloane introduced a new sys crea ted 
gement, and business become profitable. The Pres.dentcreated 
a strong management team and delegated responsibilities 
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the team members. His supporters were involved in making 
decisions. He worked out an effective system of 
manufacturing supervision and work control. General Motors 
won its competition with the Ford Motor Company. 

Old leaders were mostly authoritarian. Autocratic 
leadership worked during difficult periods of war and 
economic depression. At present management has become 
more democratic. 

Exercise 11. Find in the text the equivalents of these 
words and word combinations. 

OTHomeHiie k CJiyjKaiUHM h KO.i.ieraM; o6pa30Bamie, 
ct£dk paSoTti; abcomoTHaa BJiacTb; nepeoiaTpiiBaTb B3rna- 
h OTMeHHTb peuieHim; paBHbie bo3Moh<hoctii fljw Bcex; 
TajiaHTJiiiBbie n onbiTHbie paboTHHKii; co3naiOT o;iaronpn- 
hthvk) aTMoc<t>epy na paGore; noAAep^KHBan CTporvio a hc- 
HiinjiiiHy; yBOJibHHJi cjiy^Kamux; npiiB.ieKajmcb k npiina- 
th lo pemeHHH; rjiaBHbiM o6pa30M. 

Exercise 12. Answer the following questions in pairs. 

1 . What is a style of leadership? 

2. What is the traditional classification of leadership 
styles? 

3. What is the autocratic style of leadership? 

4. What pattern of behaviour do autocratic leaders 
demonstrate? 

5. What is the democratic style of leadership? 

6. What pattern of behaviour do democratic leaders 
demonstrate? 

7. What was Henry Ford famous for? 

8. What kind of leader was he? 

9. What was Alfred P. Sloane known for? 

10. What kind of leader was he? 


Exercise 13. Draw tables like the ones below. Write 
down advantages and disadvantages of the autocratic 




d democratic styles of leadership. Discuss with your 
groupinates which style is better. 

Autocratic Style 


^ Advantage* _ 


Dis advantages 

Workers are not creative, ihey 
[only obey orders. 


Democratic Style 


^Advantages 

y more 

creative and inventive. 


Disadvantages __ 
Sometimes workers arc not 
I disciplined. 


great innovator. 

Henry Ford 

xr v xvmwrt-1947) was the American industrialist 

.tth Ms —Hr 

line methods headlines, good, 

gical genius and a folk hero, * d wea ith that 

behind an industry of unprecec , , economic 

in only a few decades permanently changed thejeono^ 

and social character of the United States ^en young 
Ford left hie father’, tarn he j ied lt „ g . 
out of eight Americans lived in cities, realized 

S3, the proportion won five — had 

the tremendous part he and lus - nothing 

played in bringing about this change, he wanted l notl g 
more than to reverse it, or at least to recapture th erura 
values of his boyhood. Henry Ford, then, ls an apt «£nbol 
of the transition from an agricultural to an industrial 
America. [...] 



AHrnmicKwi nna bakajiabpob mehejpkmehta t 


*1 will build a motor car for the great multitude* 
Ford proclaimed in announcing the birth of the Model T in 
October 1908. In the 19 years of the Model T’s existence, 
he sold 15,500,000 of the cars in the United States, almost 
1,000,000 more in Canada, and 250,000 in Great Britain, 
a production total amounting to half the auto output of 
the world. The motor age arrived owing mostly to Ford’s 
vision of the car as the ordinary man’s utility rather than 
as the rich man’s luxury. Once only the rich had travelled 
freely around the country; now millions could go wherever 1 
they pleased. The Model T was the chief instrument of one 
of the greatest and most rapid changes in the lives of the 
common people in history, and it effected this change in 
less than two decades. Farmers were no longer isolated on 
remote farms. The horse disappeared so rapidly that the 
transfer of acreage from hay to other crops caused an 
agricultural revolution. The automobile became the main 
prop of the American economy and a stimulant to urba- 
nization — cities spread outward, creating suburbs and 
housing developments — and to the building of the finest 
highway system in the world. 

The remarkable birth rate of Model T’s was made 
possible by the most advanced production technology yet 
conceived. After much experimentation by Ford and his 
engineers, the system that had evolved by 1913-14 in 
Ford’s new plant in Highland Park, Michigan, was able to 
deliver parts, subassemblies, and assemblies (themselves 
built on subsidiary assembly lines) with precise timing to 
a constantly moving main assembly line, where a complete 
chassis was turned out every 93 minutes, an enormous 
improvement over the 728 minutes formerly required. The 
minute subdivision of labour and the coordination of a 
multitude of operations produced huge gains in pro- 
ductivity. 

In 1914 the Ford Motor Company announced that it 
would henceforth pay eligible workers a minimum wage of 
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, nniparecl to an average of $2.34 for the industry) 
S5ad ‘ iy d 'reduce the work day from nine hours to eight. 
and T Inverting the factory to a three-shift day 
therebV h Ford becie a worldwide celebrity. Peep e either 
0Vern ‘,f him as a great humanitarian or excoriated him as 
praised Forll sai d humonitarianism hao nothing 

8 m Thti Previously profit had been based on paying 
W d ° W ow L workers would take and pricing cars as 

ETtem and made them P“ t ' nt “ l1 customer. I“. “■“’"‘j 

lhC 

Ford', personal s»ece» B gaming absolve control o the 
firm and driving out subordinates with contrary i • 

set the stage for decline. Trusting in what he behev^ l was 
an unerring instinct for the market. Ford refused to tol ow 
other automobile manufacturers in offering such amative 
features as conventional gearshifts (he held out for his 

own planetary gear transmission), hydrau 1C ra ® . 

than mechanical ones), six— and eight-cy n\ie 
(the Model T had a four), and choice of colour <tr 
every Model T was painted black). When e was 
convinced that the marketplace had changer am 
demanding more than a purely utilitarian velucle he shut 
down his plants for five months to retool. In December 
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1927 he introduced the Model A. The new model enjoy^ 
solid but not spectacular success. Ford’s stubbornness had 
cost him his leadership position in the industry; the Model 
A was outsold by General Motors’ Chevrolet and Chrysler’! 
Plymouth and was discontinued in 1931. Despite the 
introduction of the Ford V-8 in 1932, by 1936 Ford Motor 
Company was third in sales in the industry. 

A similar pattern of authoritarian control and stub- 
bornness marked Ford’s attitude toward his workers. The 
$5 day that brought him so much attention in 1914 carried 
with it, for workers, the price of often overbearing pater- 
nalism. It was, moreover, no guarantee for the future; in 
1929 Ford instituted a $7 day, but in 1932, as part of the 
fiscal stringency imposed by falling sales and the Great 
Depression, that was cut to S4, below prevailing industry 
wages. Ford freely employed company police, labour spies, 
and violence in a protracted effort to prevent unionization 
and continued to do so even after General Motors and 
Chrysler had come to terms with the United Automobile 
Workers. When the UAW finally succeeded in organizing 
Ford workers in 1941 , he considered shutting down before 
he was persuaded to sign a union contract. [...] 

Henry Ford was a complex personality. [...] He was a 
man who baffled even those who had the opportunity to 
observe him close at hand, all except James Couzens, Ford’s 
business manager from the founding of the company until 
his resignation in 1915, who always said, «You cannot 
analyze genius and Ford is a genius*. 


Exercise 15. Answer the following questions in pairs. 

1 . Why was Henry Ford celebrated as both a technological 
genius and a folk hero? 

2. What did his figure symbolize? 

3. What was Ford’s vision of the car? 

4. Why did the Ford Motor Company succeed in building 
a motor car for the great multitude? 





r _ rt i o great humanitarian? 

\ about the teli» °« *>* company? 


„ 16 Draw a table like the one below. Read the 
nut the characteristic features of 

Henry Ford’s Leadership style. 


characteristics 

A revolutionary approach to 

production organization. 


Negative characteristics 
Underestimation of the market 
changes. 


Exercise 17. Speak about Henry Ford as a leader using 
your table. 


C ««» 18 After you read the text about Henry Ford, 

r-*: 

reading task. Develop your strategy to improve your 
skills. 


below. . 7 

Model. A: What is Peter like? Can he ^opie.^ ^ 
B; lie has a strong character. He is bo_ y. 
tough leader, 1 think- What about Ann' 

Strong, tough, bossy, self-confident, fn nd . kind 
mild, hard-working, lazy, clever, stupid a natural lead , 
creative, capable, communicative, socia e. 

Exercise 20. Speak about the leadership style of the 
Officials you know. Change roles. Use the model and 
list of words below. 

Model. A; What can you say of your friend s boss- 

B: I think he is intelligent and tactful. His 
leadership style is democratic. 



5 * 
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An efficient leader, a poor leader, a tyrant, intellig 
tactful, an educated person, demanding, just, polite 
impolite, authoritarian, democratic. 


Exercise 21. Write about the accepted leadership style 
in an organization you know. 


4.3. Inefficient Leaders 

Exercise 1. Focus on the topical vocabulary, 
to destroy [dis'troi] v — paapyuian., pa3oiiBaTt; JiOMaTb, 
nopTHTt 

destroyer [dis troio] n — pa3pymiiTe.Ti> 
inbetween L inhi twim] n — nocpe^HiiK; npoMe>KyTOK; npo- 


MOKyTOMHOe 3BeHO MOKfly O/tHUM H BTOphlM 

fault [fo:lt] n — HenocTaTOK, /teipeKT 
to find fault with smb — npiijuipaTbCH k komv-ji. 
fault-finder £'fo:lt , famdo] n — npiump^iBU^ uejiOBeK, npn- 


A«pa 

to evaluate [i'v<eljueit] u — oueHHBaTb 
evaluation [i, vcdju'eijen] n — opeHKa 
schedule [ Jcdju l], ajnep. ['skedjud] n — pacrnicaHne, Ta6- 
jmita, rpacjniK 

minutiae [mai'nju:Jii:] n — pi — Aam. Menouii 
stubborn ['stAbon] a — ynpnMbiii 
faith [feiO] n — Bepa, ztOBepue 


to consider [kan sids] v — paccMaTpireaTb, o6cy>KAaTb; no- 
naraTb, cnnTaTb 

to convince [kan'vins] v — ybe^HTb, yBepnTb; 3acTaBHTb 
oco3Ha tb (oinnbKy) 

to arise (arose, arisen) [o'raiz, a'rai'Z, a'rizn] v — bo3hh- 
KaTb, nOHB.lHTbCH 

to call a meeting [ "ko:l...'mi:tin] — C03biBaTb coBemaHne 
outline ['autlain] n — HaopocoK, 3ckh3, onepK; v — o6p«- 
coBaTb, HiiMeTHTb b obmiix *iepTax 


— 

to suggest a solution [S3 d5est...sa , lu:j3n] - tipwioacim, 

t0 SenTnt ideas ['.mpl.mcnt ai'dmz] - ocymecTB^Tb 
uneu 

, 1U . r'bulil n — rpoMHJia, aa^upa 

emotionally instable [imoujanl. m'ste.bl] - aMoanoHaJis- 

HO HeyCTOHHXlBblH 

SilV.Si. r«w - *» ° ut 

of smb’s way - yftTH c flopom 
_ cased lion paian] - * eB ' nocaateHRbiii b KJierKV 
l threaten to fire people [’Oretn] - ynpoacarb 

smithy^mS a (npeneOp.) - ra^rmifi Kaaajiep, 

KBH, JlbCTeU 

statesman ['ste.tsman] a - rocyaapcTBeHHBlfl Bearer, no- 
jmTiiueciciiH A^HTejib 
appearance [o'piorans] n - BHemHocTb 
trendy ['trendi] a — moothh 

integrity [in tegriti] a — ncuiHOTa, uenocTHoc-n,; lecxHocTb, 
npHMOTa 

high-ranking f'hai , r*i)kio] a - BbicoKonocTaBJieHHwft 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Between, in-between; destroy, destroyer, destruction; 
value, evaluate, evaluation; explain, explanation; . 
spelling; purpose, purposely; obvious, obviously; err, error, 
sign, signature; capable, capability; repeat, repetition; 
consider, consideration, considerable; solve, solving, prob- 
lem-solving, solution; emotion, emotional, emotionally, 
threat, threaten, threatening; rank, high-ranking; assist, 
assistant; fortune, fortunate, fortunately, unfortunately. 

Exercise 3. Guess what these international words mean. 
Business career; total; a sociologist, sociology, sociolo- 
gical, a pscudosociological method; leaders; a method; 
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classes; normal; multinational organizations; central 
controls; documents; standards; to correct; a date; details; 
experts; to collect information; to start the company; a 
brilliant engineer; a master of management; a management 
course; ideas; a problem; a meeting; emotionally instable; 
a tornado; the basic method; subordinates; complete; an 
assistant to a corporate officer; groups; characteristics. 

Exercise 4. Read the words with the prefix pseudo— 
[ sju dai] (/iOyKHo-, nceBao-) and say what they mean. 
Model: pseudo-scientific — nceBaonay^Hbrn 
Pseudo-religion; pseudo-science, pseudo-scientific, 
pseudo-scientist; pseudosociological; pseudo-classic(al); 
pseudonym [ sju:damm]. 

Exercise 5. Find synonyms in List A and B, C and D. 

Model 1: to fire — to sack — to discharge — to dismiss 

A. To consider, to go up; to start a company, to be 
rough, to fire, to move out of somebody’s path, to 
implement ideas, to be stubborn, to find, to shout, to be a 


master in dealing with people, to treat people. 

B. To be obstinate, to get along with people, to discover, 
to put ideas into practice, to be rude, to cry, to set up a 
company, to realize ideas, to handle people, to think, to 
build a company, to rise, to increase; to found a company, 
to dismiss, to sack, to get out of somebody’s way, to 
discharge. 

Model 2: satisfaction — content 

C. Equipment, an entrepreneur, a bully, a team, a mas- 
ter, satisfaction, a subordinate, the boss, appearance, staff, 
lack, an officer, high-ranking people, an assistant. 

D. Content, a group of like-minded people, machinery, 
a skilled worker, a qualified worker, an inferior, looks, 
high-level people, personnel, an official, a businessman, 
a hooligan, the head, a helper, a superior, deficiency. 
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erclS e 6. Read the following word combinations and 
their Russian equivalents. 

* lV . u bosses; to find fault with people, a fault- 
^'^fault-finding; a multiplant organization; a nervous 
standards; job evaluations; schedule changes. 
maIi: ^evlr satisfied; to develop a theory; to make errors; 

10 Tnd errors; a spelling error; a date error; an obvious 
t0 '' to correct errors; to leave out a bit of information; 
^^n as to sign documents; to sign papers; a capable 
^^xpe leneed executive; to make a decision; to buy 
X r niece of equipment, to call for further inf or- 
aP ! l minutiae; to coUect additional information; the 
“i ,h Cement, the price for the «o 

brilliant scientist, to have little faith in people no 
matter howT no Matter what, no matter where; to read a 
Zk on management; to take a management course, to 
an idea, to have an idea, to implement an idea; o 
convince somebody of something, to convince somebody 
that; to outline a problem, to solve a problem, to call a 
meeting, to suggest a solution; a bully; be roug g 
through a plant; with the force of a tornado to walk back 
and forth like a caged lion; to threaten to fire 
be on a team; to deal with people; to tailor a suit, to wea r 
beautifully tailored suits; trendy ties; to polish i shoes, 
highly polished shoes; a complete lack of integrity , g 
level supporters; poor bosses. 

Exercise 7. 

I. Read the sentences with the construction would + 
Infinitive and express the same in Russian. Consult the 
model and Note from § 7 (Reference Grammar!. 

Model: They would often fall out. Ohh, 6bi B ano, hscto 

1. The manager would often find fault with his sub- 
ordinates. 2. He would shout at his employees. 3. Some 



decades ago many managers would use autocratic methods 
of leadership. 4. Mrs. Brown would speak to customers 
politely. 5. The director would call a meeting on Monday 
morning. 6. The secretary would have much work to do. 
7. His colleagues would not support him. 8. Ben would 
criticize his boss for his authoritarian attitude. 9. Jan e 
would come to work in time. 10. Mr. Jennings would take 
important decisions after asking his assistants* advice. 
11- The director would consult with experts about 
important problems. 12. The manager would telephone 
customers to make sure that they were satisfied. 

II. Express the following in English. Use the 
construction would + Infinitive or used to + Infinitive. 

1 . Oh Koraa-TO nacTo e3flHJi b KOMamuipoBKH (to go on 
business), a Tenepb we e3AHT. 2. AHHa Kor^a-To Hocioa 
KpacHByw a M 04 HV 10 o#e>«Ay. 3. Tom, 0biBa.no, uacTo oOe- 
,aaji b 3tom pecTopaHe. 4. Haua^tHUK oObiuHO TpeOoaaji 
/IOnO.lHHTeJIbHOH HH(j)OpMaUMH. 5. MbI OObIHHO MHOrO pa- 
oorajin. 6. JJ,yK oh oowhho ocTaejiaji g-in Hac cooOnteHHe. 
7. Oh, oObiHiio, Bcer/ta oO'bacHa.ri Haw 3a£amie. 8. Koiyja- 
to mli npHrJiamajra Miioro rocTeii. 9. fliipeKTop, 6t.iBa.jio, 
npnmiMa.n MHoro noceTirrejieii KajK/ibiii aeHb. 10. Mu Kor- 
/xa-To uacTO mica-iii npyr Apyry, a ceiinac ueT. 


Exercise 8. Choose the correct form of the verb in 
brackets. Consult §§ 21, 25 (Reference Grammar). 

1. Mr. Murphy said that he (had Xeroxed / had 

been Xeroxed) the documents. 2. Mark (had been sent / 

had sent) a message to the wrong e-mail address. He had 
to correct his mistake. 3. The director asked the secretary 

if the fax (had received / had been received). 4. By 

that time they (had confirmed / had been confirmed) 

their order for the equipment. 5. By the time the delegation 

arrived, the secretary (had reserved / had been 

reserved) rooms in the hotel for them. 6. Richard . 

(worked / had worked) in the factory for ten years before 


— 

, rtan working in a bank. 7. When the manager was 

hC f the catalogues, he (had been given / had given) 

necessary information about the rival company. 8 
ed tT.,” »rge. but it was late. He __ lhad B oue / 

1 S home already. 9. When I received your invitation, 

T (had invited / had been invited) to Helen’s party. 
lO.Tbought a cellular phone. 1 (had never had / never 

had) one before. 

Exercise 9. Put the verbs in brackets into the correct 
forms. Consult § 34 (Reference Grammar). 

, it was 6.10 p.m. Most of the employees /to 

1 J ef 2. Mr. Stock /to retire/ in 1990. Do you 

know where he /to live/ now? 3. Jane /to be late/ 

for work yesterday. She __ /to be nervous/. She never 
/to be late/ before. 4. I knew that he never _ /to 
take/ a management course. 5. He asked me if I £> 

use/ a notebook computer before. 6. I ./to speak/ 

on the telephone when the doorbell /to ring, . 7.1 m 

not hungry. I /to have/ dinner. 8. The secretary told 

me that the director /to be/ out. She / to ask, i 

1 /to give/ a message. 9. Bill Gates ° ** 

the wealthiest people in the USA. 10. 1 /to S've/ahft. 

11. How much rent you usually /pay/. 12. He 

/not to like/ by his subordinates. 

Exercise 10. Read the following sentences with the 
construction it / smth / takes (smb) time / etc. to o 
smth and express the same in Russian. 

Model: Management takes time, passion and skill. Vn- 
PaB.icmie TpeSyeT upeMemi, 3HTy3ua3Ma ii vMeHHH. 

1. How long did it take you to translate this article? 
Two days. 2. How long does it take by plane from Moscow 
to Rostov? — It takes an hour. 3. It took the experts two 
weeks to study the documents. 4. How long does it take by 
train from Rostov to Shakhty? — It takes two hours and a 




half by train from Rostov to Shakhty. 5. Did it take him 
long to find a job in London? — It took him a month. 6. ft 
doesn’t take long to make tea. 7. It took them a year to 
collect additional data. 8. How long will it take you t 0 
repair the car? — Two or three days. 9. The voyage took a 
lot of money. 10. The furniture will take much room. 

Exercise 11 . Work in pairs. Ask your partner how long 
it usually takes him/her to do different things. Change 
roles. Use the model and list of word combinations 
below. 

Model. A: How long does it take you to get to the institute? 

B: It usually takes me half an hour by bus. 

To do your homework, to prepare for exams, to write a 
term paper, to clean the flat, to cook breakfast, to dress 
for a party, to do shopping. 

Exercise 12 . What are bad leaders like? Read the text 
and compare your opinion with the characteristics given 
by a famous expert in management. 

Inefficient Leaders 

It is difficult to become a good manager and an effi- 
cient leader. First of all, people must be professionals in 
their industry and know their business. Good leaders are 
ready to take responsibility and make their companies 
more successful. It is also important to get a good mana- 
gement education, because it is not easy to handle people. 
Leaders should understand, respect and value employees, 
as subordinates help bosses to make profits. Effective 
management depends very much on people’s personal 
qualities, on their readiness to overcome bad traits of 
their characters. 

Unfortunately, there are many inefficient leaders, and 
as a rule, not all of them want to admit, and correct their 
mistakes. 





Harvey Gittler, a well-known expert In management, 
describes poor leaders in his article Bosses l Have Known 

Would Like to Forget). 

In his business career, he had a total of 23 different 
bo se . There is much he learned from them; and there are 
./few experiences he would like to forget. 

H Gittler uses a pseudosociological method and divines 
w ses into: leaders, destroyers, and inbetweens, or even 
simpler - normal people and difficult people. In his article 
he tells about a few of the difficult bosses. 

Fred Faultfinder 

Fred was the manager of a small plant. The plant was 
part of a multiplant organization with strong central controls. 

Fred was a nervous man, always wondering what 
.corporates was thinking of him. And what worried Fred 
the most were the documents he had to sign. They really 
weren’t important documents — time standards, job 
evaluations, schedule changes, and the like. 

He would call for explanation after explanation. His 
subordinates spent more time in explaining wliat they had 
done than in doing the work. But Fred seemed never 
satisfied until he found some error, no matter how small. 
Perhaps it was just a spelling error or a date error. After 
the error was corrected, Fred signed the document.. The 
employees developed «The Theory of the Obvious Error*. 
They purposely left out an obvious and important bit of 
information. As soon as Fred found the error and they 
corrected it, he signed the paper. 

Max Minutiae 

Max was a capable and experienced executive except 
that, he always needed more information before he could 
make a decision. «We don’t have all the details*, he would 
repeat over and over again. 

Once the company wanted to buy a particular piece of 
equipment. The experts thought that the equipment was 
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good, but Max called for further information. It took his 
employees three months — three long months — to collect 
all the additional information. But the price of the 
equipment had gone up 10% ! 

Sam Stubborn 

« Do-It-My-Way Sam* was the entrepreneur who had 
started the company. He was a brilliant scientist and 
engineer. But he had little faith in people he had hired. 
No matter what his employees did, no matter how 
experienced they were, Sam Stubborn always knew better. 

He also considered himself a master of management. 
But he had never read a book on management — nor had 
he ever taken a management course. 

If the employees wanted to implement their own ideas, 
they had to convince him that it was his idea. 

Usually when a problem arose, Sam would call a 
meeting, outline the problem and then suggest the solution. 
The employees would go to implement Sam's ideas. But 
very often those ideas never solved the problem. 

Bill Bully 

Today Bill would be called «Rambo». He was emotionally 
instable and rough. When he went through the plant, it 
was with the force of a tornado. His subordinates all moved 
out of his path. 

Whenever he found something wrong in the factory, 
he would call the employees to the site. Then, walking 
back and forth like a caged lion, he would shout: *Someone 
is going to be fired for this!* Threatening to fire people 
was his basic method of problem-solving. 

Bill had no team. Who would want to be on his team? 

Stanley Smoothy 

Stanley was called the Statesman. He was a master in 
dealing with his superiors, but he couldn’t deal with his 
peers and subordinates. 

Stanley was all appearance. He wore beautifully tailored 
suits, trendy ties and highly polished shoes. 


un1 T4. LEADER 


„ hie staff Stanley was known for a complete 
^"integrity. What he told one subordinate was 
lack ° f , from what he told someone else. 

CSETiStr «, — — “ d 

improve their managerial skills. 

Exercise 13. Find in the text the equivalents of these 
words and word combinations. 

HpvMeJIbie pyKOBOflHTCJin; ynaMcaTt n uemm. paSo-mn- 

toa pemeHHH npoo.aeM; B W r.oK 0 nor/raBJieHHHU c.,y, .m 
Kopnopau.nu; yconepuieHCTBOBaTb hubbikh ynpaBnem . 

Exercise 14. Answer the following questions in pairs 

1 . What classification of bosses does Harvey «ittler g.ve^ 

2. What were Fred’s characteristic feature^ What was 
his nickname? What worried Fred the most? What did he 
make his subordinates do? What did he look for m all the 
papers? What theory did his subordinates deve JV 

3. What were Max’s characteristic features? mat wj 

his nickname? What was Max’s fixed idea? Did his wor 

contribute to the company’s profits? , 

4. What were Sam’s characteristic features? What was 

his nickname? Was he a brilliant scientist and engmeer/ 

Did Sam have faith in people he had lured. Did 

take a management course? Did he encourage creativity in 

subordinates? Were his ideas always productive. 
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5. What were Bill’s characteristic features? What was 
his nickname? What was his favourite phrase? What was 
his basic method of problem-solving? Did he have a team? 

6. What were Stanley’s characteristic features? What 
were his nicknames? Could he deal with his superiors? 
Could he deal with his peers and subordinates? Did he 
work well? What was important for him? Was he frank 
with his subordinates? Was Stanley’s career successful? 

Exercise 15. Look through the list of expressions and 
phrases which will help you to agree or disagree with 
people. 

I. Agreement 
I (quite) agree (with you). 

I think so too. 

You’re quite right. 

Certainly. 

Exactly, (formal) 

Quite so. (formal) 

I agree with you in a way, but ... 

I see what you mean, but ... 

Most likely. 

H. - Disagreement 
1 don’t (quite) agree with you. 

1 disagree with you (there). 

I’m afraid you’re mistaken. 

On the contrary! (formal) 

Not at all. (direct) 

Nothing of the kind, (abrupt) 

I wouldn’t say that. 

Most unlikely. 

I doubt it. 

I’m not sure of it. 

Nonsense, (rude) 

Rubbish, (rude) 



Exercise 16 . Express your agreement or disagreement. 
Prove your point of view. 

1 p.oDle deserve their leaders. 

2 The autocratic style of leadership is more effective 

o ^manager shouldn’t trust his subordinates. 

4 . The interests of superiors and the interests of infer 
’ a re always different. 
z. The boss is always right. 

6. rLocr.tk management stimulates ereat.vely and 
oerformance of employees. 

7 . When the chief follows the democratic style of learier- 
ship, the discipline is not very strict. 

8. Kind teachers are better than strict ohm. 

9. There are more good managers than bad ones. 


Exercise 17 . Write about a poor leader you know. What 
should he / she do to improve Ids / her managerial skil 


Exercise 18. Role-play. 

1. Roles: a difficult boss and an unemployed man / 

woman. , - , 

An unemployed man / woman is trying to get a job as 
a shop assistant. The manager asks him / her questions 
about his / her age. marital status, background, experience 
latest position. He finds fault with each answer and refuse 
the applicant. 

2. Roles: a difficult boss and a subordinate. 

A subordinate was told to prepare schedule changes. 
He / she has carried out the order and comes to his boss. 
The boss isn’t satisfied. He calls for explanation for each 
change. He tells the subordinate to describe the situation 
in detail. The employee says that the problem has already 
been discussed at the meeting. The boss insists that the 
explanation must be submitted in writing. 
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3. Roles: a difficult boss and a subordinate. 

A subordinate comes to his boss and submits the 
recommendation of the group of experts to buy a piece of 
equipment. The experts have visited vendors and plants 
to see the equipment in operation. They have studied all 
the alternatives and analysed all the factors involved. But 
the boss is discontent. He sends the subordinate to collect 
all the additional information and prepare a more complete 
justification for buying the equipment. The boss wants 
the papers to be submitted to him in two weeks. 

1. Roles: a difficult boss and a subordinate. 

A group of experts lias come to the conclusion that 
advertising the company’s new deodorants is not effective. 
The goods are not selling. The group leader suggests that 
they should expand their activities in smaller towns and 
Asian countries. The boss doesn’t share this opinion. He 
is going to suggest his own idea at the next meeting. He is 
sure that the implementation of his idea will be the only 
solution of the problem. 

5. Roles: a difficult boss and some subordinates. 

In a factory one of the machine-tools has broken down. 
The boss calls the workers to the site. He blames them for 
spoiling the machine-tool. He threatens to fire them or 
cut their wages. 


UNIT 5 

managing employees 



5.1. Creation of Working Environment 

Exercise 1. Focus on the topical vocabulary, 
working environment [w3:kn) m'vaiaronnuwit] - pa6onaa 

epeaa, iipousEOACTueHHfeie ycnoBirn 

to direct [di'rekt] u - ynp^nn. pyKOBOfluxb 
direction [di'rekjan] n - ynpaBJieime, pykoboactbo 
to interfere with smb / smth l inta'fw] - wmmb komv-a. / 
HCMy-Ji. 

incentive [m sentrv] n — CTiiMya, no6y*WHEe 
matter [maeta] n — aonpoc; o — “ MCTb aHaHeHHe 
praise Ipreiz) n — noxBajia; v — xbojihm. 
tolerance l tnlarans] n — TepmiMocTb (k ne«y-a.) 
belief [bi'liif] n — Bepa, yGewAemic, BepoBaime, pejinrns 
to prevent [pn'ventl v — npeflOTBpamaTt 
to resolve a conflict [n'zolv a 'konflikt] - paspemaTb koh- 
(Juihkt 

to profit by ['profit] v nojiynaTK npwbtuib 
for the benefit of ['bemfit] — Ha 6.naro 
brainstorm ['brcinstomi] n — «M03roBan aTana*, Ko;meK- 
THBiioc obcyiKfleHHe npobjieM; v — npoBoaHTb KOJi.ieK- 
TMRHoe obcyvKfleHHe 

to take into consideration ['teik...kan, sida reijon] — npii- 
HHMaTb BO BHHMaHWe 
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diligence ['dtlidjans] // — ycepAMe, TpyAOJiio6ne 
work capacity [ W3:k kd'pzesiti] — paGoTociiocodHOCTL 
to exclude [iks'klwd] u — ncKJiK»HaTb 
sexual harassment ['sek/ual 'heerasmant] — ceKc.yajitHoe 
AOMoraTejiDCTBO 

hot-tcmpcred [ t hot 'tempad] a — BcntuibHUBbiH, ropa^Hfl 
reserved [rfzo:vd] a — CAepxcaHHUH, iieo6miiTejibHE>iH 
to handle [ hsendl] v — o6parq;aTbC3i f obxoAHTbcn 
handling ['hjendin)] n — o6xoMCfleHne, obpameHne 
hard-working [herd vvrkir)] a — ycepAHbin, Tpyflojiio- 
6hbwh 


valuable [ vEeljuahl] a — neHHWH 
hesitation [ hezi teijon] n — KOjiebaHne 

Exercise 2. Try to understand the meaning of the 

derivatives. 

Believe, belief; solve, resolve; south, southern; sti- 
mulate, stimulator, stimulation; interfere, interference; 
develop, developer, developing, developed, development; 
decide, decision, decisive; polite, politeness; create, 
creation, creative, creativity; recognize, recognized, re- 
cognition; tolerant, tolerance; profit, profitable; brain, 
brainstorm; value, valuable; hesitate, hesitation; determine, 
determination; suggest, suggestion; laze, lazy, laziness. 

Exercise 3. Guess what these international words mean. 

Business ideas; modern managers; the leader’s di- 
rection and control; to stimulate productivity; the de- 
mocratic style of leadership, democratic leaders; the in- 
terests of the company; enthusiastic managers, enthu- 
siasm; tolerance of ideas; interpersonal and interc ultima! 
conflicts; professional interests, professionalism; group 
leaders; individuals; analysis of ideas; individual cha- 
racteristics, personal characteristics; professional charac- 
teristics of a person; sex, nationality, psychology, religion 
forms of discrimination. 





Fxercise 4. Read the words having the negative prefixes 
a nd un- and say what they mean. 

^disciplined, unproductive, unjust, undone, 
U ” ary unrealistic, unimportant, unreal, unreasonable, 
^practical unprofitable, uncommunicative; inhuman, 
^decisive, invalid. 


Exercise 5. Read the following word combinations and 
£ ivc their Russian equivalents. 

To create working environment; to fulfil business ideas; 

1 interfere with; to improve working 

^diUOTS^t^deal with business matters; to work hard; 
iSc otaate; to prevent conflict* to rceoh. con- 
flicuv to profit by; to praise people; to get good pay, 

-L benefit of a company; to work as a team; to select sm i t 
people; to fire had workers; to delegate responsibilities to 
brainstorm a difficult problem; to suggest solutions; to buUd 

relations with employees; to take into conmderatio , 
experience, diligence, work capacity, creativity, to 
employees well; to encourage creative workers. 


Exercise 6. Read these sentences and express the same 
in Russian. Consult § 45 (Reference Grammar). 

1. The manager had the letter be sent. 2. The secretary 
let the visitor (come) in. 3. He asked me to telephone him 
in the evening. 4. The director doesn’t like the employ 
to be late. 5. Do you always make people wait for you. 
6. Let it be. 7. 1 want you to accompany our guest to e 
hotel. 8. Let me know when you come home. 9. I advised 
her not to stay at this hotel. 10. We know the goods to 
have been delivered. 11. I couldn't get her to finish her 
work. 12. The manager heard the salesgirl spea o a 
customer very politely. 

Exercise 7. Work in pairs. Speak about employees. Use 
the model and word combinations below. 
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Model. A: What kind of employees would you like to 
manage? 

B: I would like my employees to work hard. 

To obey orders; to work hard; to be ready to work in a 
team; to be industrious, qualified, smart, inventive, efficient, 
truthful, trustworthy, frank, open, friendly, well-dressed. 

Exercise 8. What is working environment? Read the 

text and give your definition.. 

Creation of Working Environ in ent 

All business ideas are fulfilled by the workforce under 
the leader’s direction and control. Good management 
stimulates the company’s growth. Poor management 
interferes with business development. 

Many modern managers follow the democratic style of 
leadership. This style is based on matching the interests 
of a company and the interests of employees. 

Managers improve working conditions and create 
favourable working environment in order to stimulate high 
productivity. They are firm and decisive when they deal 
with business matters, and polite, understanding, but 
demanding when they deal with subordinates. Democratic 
leaders value employees and motivate them to work hard 
for a company. The incentives may be recognition, respect, 
praise and good pay. Highly motivated and enthusiastic 
people are creative and productive. 

A favourable climate is very important at work. A mana- 
ger promotes friendly relations between people, tolerance 
of differences in opinions, tastes and beliefs. He / she 
prevents and resolves interpersonal and intercultural 
conflicts. 

Competition between workers makes them work harder. 
People do their jobs better and develop their creative and 
professional skills. A company profits by employees’ 
creativity and professionalism. 
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A manager must have a strong team. A team is a group 
, np0D le who work together for the benefit of a company. 
A business develops successfully and brings in profits it 
moloyees work as a team. 

6 It is a difficult job to turn individuals into a team. It 
takes time, energy and skill. A manager selects suitable 
rTop le and fires bad workers. He /she develops employees 
ohilities and skills. As a result, the chief can rely on his / 
he r team and delegate responsibilities. He / she consults 
with team members and takes important decisions. 

Good companies have teams of thinkers - groups of 
creative people who brainstorm difficult problems. A leader 
eives team members a task, and they suggest possible 




collective decision. 

Building relations with employees, a manager should 
take into consideration the following factors: 

— individual characteristics of a worker (sex, natio- 


nality, psychology); 

— professional characteristics of a person (education, 
knowledge, experience, diligence, work capacity, creativity); 

— value of an employee for the company. 

Good management excludes unjust treatment of 
employees because of their sex, nationality and religion. 
All workers have equal rights. Americans are especially 
sensitive to sexual harassment and all forms of discri- 
mination at work. 

An efficient manager is good at treating different people, 
no matter who they are and what their personal characteristics 
are. Employees from southern countries are often hot- 
tempered. Workers from northern territories are usually calm 
and reserved. Women are more sensitive than men. A good 
manager should find the best way to handle subordinates. 

Professional characteristics of employees always determine 
t^eir personal contribution to a company’s success. That’s 
w hy managers encourage hard-working, experienced and 
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creative workers who are valuable for the company 
Unproductive, lazy, undisciplined workers are fired without 
hesitation. 

Exercise 9. Find in the text the equivalents of these 
words and word combinations. 


Co3flaiiHe ycjiOBHH rpy/ja; CTiiMvjmpyeT pa3BHTHe kom- 
namm; MeinaeT pa3Birrmo 6ii3ireca; 6jiaronpnHTHi>iH kjih- 
MaT; TepiTHMOCTb K paCXO>KfleHHHM BO MHeHIIflX, BKycax b 
yoeacueHnax; pa3pemaeT Me»cjnniHocTHi>ie h Me>KKyjibTyp- 
Hbie KOH^nnKTw; Ha 6jiaro KownaHUH; KOMaHAa «M03roBo- 
ro nrrypMa*; kojuicktiibho oocy^/imoT TpyAHue npobjie- 
Mbi; npeiiJiaraiOT BO3M0>KHbie peinemiH; non, HamiOHajiB- 
hoctb, oco6eHHOCTii xapaKTepa; iimctb paBHbie npaBa; 
jiHHHbin BKJiaA b ycuex KOMiianHii . 

Exercise 10. Answer the following questions in pairs. 

1. What kind of working environment do democratic 
leaders create? 

2. How do good managers treat employees? 

3. How do managers stimulate people to work hard? 

4. Why is competition so important at work? 

5. What is a team? 

6. Mow does a team of thinkers solve problems? 

7. What factors must a manager take into consideration 
when he / she builds relations with employees? 

8. What personal characteristics are important at work? 

9. What professional characteristics matter? 

10. What kinds of employees are valuable for a company? 

Exercise 11. Work in pairs. Discuss what employees 
from different countries are like. Use the model and 
lists of words below. 

Model. A: What are Japanese employees like? 

B: As far as I know, they are hard-working, loyal 
and creative. 


, „ n .ts ^leadersh.p 


Russian employees, German workers, Americans, 
nanese employees, Chinese workers, Koreans. 

3 Dihg ent ’ hard-working, clever, intelligent, loyal, honest, 
dishonest, polite, impolite, creative, accurate, pedantic, 
tezy, (un)disciplined, (un)skilled, (un)productive. 

Exercise 12. Read the article about participative 
management. Are Douglas McGregor’s ideas characte- 
ristic of scientific management or the new science of 
management? Are they promising? 

Participative Management 

Some of the most innovative thinking on management 
education and practice was originated by management 
theorist Douglas McGregor in The Human Side of Enter- 
prise (1960). In this book McGregor challenged many of the 
prevailing managerial assumptions about worker motivation 
and behaviour. According to the prevailing view, which he 
labeled «Theory X*, workers were seen as uninformed, lazy, 
and untrustworthy members of the organization. Mana- 
gement’s task was to control workers and motivate them 
through a combination of control systems, fear of discipline 
or dismissal, and organizational rules. McGregor contrasted 
this with a ^Theory Y* assumption, namely, that workers 
are highly motivated and can be trusted to contribute to 
the organization’s objectives if given the opportunity to 
participate in organizational decision making. Out of the 
work of McGregor and others, such as Rensis Likert, has 
evolved * participative management*, a process in which 
managers consult with and involve employees at all levels 
of the organization in organizational problem solving and 
decision making. 

McGregor’s views were supplemented by theories that 
promoted innovations in the design and implementation 
°f new technologies and production systems that would 
accommodate the physical and social needs of workers. 
These sociotechnical concepts originated in Europe and 
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had substantial impacts on the design of innovative work 
systems in Scandinavia in the 1960s and ’70s. By the early 
1980s they had achieved significant acceptance and use in 
American firms. 

Socio technical theory and worker-participation models 
of decision making have become essential to companies as 
they face global competition and rapid technological change. 
Most contemporary organizational and industrial relations 
scholars have concluded that the full potential of new 
information and manufacturing technologies can only be 
realized through management processes that support 
participation and communication across functional lines and 
departments. Tliis must be accompanied by effective problem 
solving and flexibility in how work is organized. Yet there 
is still considerable debate among practitioners over the 
feasibility, wisdom, and even the legal consequences of 
involving workers in organizational decision making. 
Therefore, vestiges of both Theory X and Theory Y can be 
found in the concepts and practices of contemporary 
organizations. 

Exercise 13. Say if these statements are true or false. 
Correct the wrong variants. 

1. D. McGregor believed that workers were uninformed, 
lazy, and untrustworthy members of the organization. 

2. Participative management is a system of encouraging 
workers to take part in solving problems and making 
decisions at work. 

3. Sociotechnical theory of management deals with applying 
new technologies and production systems which can 
satisfy employees’ physical and social demands. 

4. The ideas of participative management and the socio- 
teclinical concepts are not acknowledged in modern 
companies. 

Exercise 14. Speak about participative management. Is \ 
this theory important for Russian companies? 


^t ^leadepship 

Exercise 15. Read the text about organizational practices 
in Japanese companies and say which of the statements 
is closest to the opinion of most Japanese experts in 

management: 

a) At present, in large Japanese companies organizational 
relations are still determined by old culture. 

b) In modern Japan organizational relations are shaped 
by the family model that carries over into the 
workplace. 

C ) Nowadays Japanese industrial and organizational 
practices are moulded by the combination of cultural, 
economic and political factors. 

Shimada Haruo, a leading Japanese industrial relations 
scholar, has maintained that one cannot comprehend 
Japanese industrial and organizational practices without 
recognizing that Japanese managers regard human resour- 
ces as the most critical asset affecting the performance of 
their enterprises. Therefore, management in large Japanese 
companies is deeply committed to developing and sustaining 
effective human resource and industrial relations practices. 
Many Japanese observers go on to argue that this assum- 
ption grows out of Japanese culture and traditions. Shi- 
mada points out, however, that this cultural thesis fails 
to explain the changes in management and labour practices 
that have occurred over the years. Thus, he and most other 
contemporary scholars of Japanese practices stress the 
interactions of cultural, economic, and political events that 
shape organizational relations In the country’s industries. 

Japanese culture places a high value on family relations 
and obligations, and some analysts claim that this family 
model carries over into the workplace. Employers are 
expected to show the same regard for their workers as a 
parent shows for other family members. Unity within the 
firm becomes a central value and corporate objective. In 
*urn, employees are expected to show strong loyalty to their 
employer. It should be noted, however, that employment 
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relations can be quite different in the smaller Japanese firms 
that supply the giant producers and exporters. The smaller 
companies have a tenuous existence and cannot guarantee 
secure employment or make substantial investments m 
employee training. 

Employees in large Japanese firms exhibit fewer traces 
of individualism and place more emphasis on group 
relationships in the design of work and in their day-to-day 
workplace interactions, especially when compared to their 
Western counterparts. Direct conflict in organizational 
decision making is discouraged in favour of a more informal 
group consensus building. Authority is respected so highly 
that the outcomes of group problem-solving tasks will tend 
to reflect the views or preferences of senior managers. 

Exercise 16. Look through the list of phrases which 

will help you to approve or disapprove people’s actions 

and behaviour. 

I. Approval 

Excellent! (formal) 

Fine! 

Splendid! 

Wonderful! 

A very good idea! 

You’ve surpassed yourself. 

You’ve made a good job of it. 

Good for you! 

Well done! 

I'm sure you did right. 

I’m sure that was the right thing to do in the 
circumstances. 

That was clever / sensible / thoughtful of you. 

That solves the problem. 

II. Disapproval 

That isn’t a very good idea. 

It doesn’t do. 


_ 

That wasn’t a very nice thing to do. 

That isn't a very nice thing to say. 

You shouldn’t do it this way. 

You ought to do it my way. 

You shouldn’t have done that. 

It’s all your fault. 

You arc to blame. 

What’s the use of doing it? 

There is no sense in doing it. 

It’s a waste of time. 

It isn’t fair. = it s unfair. 

Exercise 17. What would you say in the following 
situations? Approve or disapprove people's actions. 

1. Your colleague is late. The chief is very displeased. 

2. One of the saleswomen was rude to the customer. 

3. Your colleague suggests that the urgent work (should) 

be put off. t 

4. An employee is putting forward the plan you (don t) 

like. 

5. An employee has been ill for two months. The boss is 
going to sack her as they are reducing their office 
staff. 

6. The secretary has (hasn’t) done the work properly. 

7. You are very busy. You colleague is discussing trifling 
matters on the company time. 

8. The secretary’s dress is out of place at work. 

9. Your boss can / can’t deal with the subordinates. 

10. One of the waiters is not good at serving customers. 
The boss is going to cut his salary. You think that it 
would be better to fire him. 

Exercise 18. Write what kind of working environment 
you would like to create if you were a manager. 
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5.2. Managing Creative Workers 


Exercise 1. Focus on the topical vocabulary. 

blue-collar workers ['blu: 'kota 'w3:kaz] — ♦CHHne bopot- 
hhukii*, pa6o*rae 

white-collar workers [ wait knla] — «6eJiue bopothotkm», 
cjiy>fcamwe 

gold-collar workers ['gauld kola] — oojioTbie bopothhh- 
kii * (TBopnecKue pa6oTHHKn, iiHHOsamioHHbie iiaeu ko- 



TOpblX npilHOCHT KOMIiaHHH npn6buib) 
profitability L profitability n — npii6bmbHOCTb, penTabejib- 

HOCTb 

headquarters ['hed'kwo:taz] n — inTad-KBapTnpa, rnaBHoe 
vnpaBJieHiie, ueHTp 

wrapping^ )paper [ nepin , peipa] — ohepTOHHaa oyMara 
tool [tU:l] a — HHCTpyMCHT 
to wander ['wonda] v — 6poaHTb 

to pay off handsomely [pel haensamli] — meApo oKynaTbca 
to view [ v j u . 1 v — ocMaTpiiBaTb, paccMaTpiiBaTb 
exhibit [ig zibit] n — axcnoHaT; BbiCTaBKa; not<a 3 ; v — bu- 

CTaBJIHTL 

return [ri't3:n] n — aoxoa, npabbuib 
to innovate ['ina(u)veitj v — bbo^htb HOBmecTBO 
innovation [ ms(u)'veijsn] n — H 0 BO 3 Beaemie, HOBmecTBO 
to follow intuition ['fbtou.intjui'ijan] — cjieAOBaTb HUTymiln 
masking tape ['mcrskii) teip] — MacKiipoBOMHan .unncaa 


:ieHTa 

sandpaper [ 'scen(d) , peipa] n — aa>KAaMHafl 6yMara 
creativity [kri: 'eit iviti] n TBopuecKaa cuna, TBopuecKHe 
chocoShocth 

to be engaged in smth [rn'geid3d] — saHHMaTbCfl ueM-Ji. 
to coin [kom] v — co 3 .naBaTb HOBbie cjioBa. Bbipa>fceHHfl 
(advertising) copywriter [( 'aedvataiznj ) 'kopiraita] n — aB- 
TOP TeKCTOB peK-ia.MHHX 06'bflBJieHHH 
interference [ mta'fiarans] n — BMemarejibCTBo; nowexa. 


npenHTCTBiie 

feedback [’fudbsek] n — oopaTHaa cb« 3 l 
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utonomy [3 tonamil n — aBTOHOMiia, caMoynpaBJienue 

Eonus ['baunas] n - npewH* 

rovaltv [ roialti] n — aBTopcKHii roHopap 

stock [ siokl n — rocyflapcTBeHHiic 6yNarH, ifcoiau. hkuhh 

annual ['«njual] a — e*ero«Hhrii, ronoBofi 

Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Head, headquarters; innovate, innovator, innovation; 
write writer, copywriter; art, artist; wrap, wrapping, wrap- 
per- refuse, refusal; talent, talented; instruct, instruction, 
instructive, instructor; will, willing, unwilling; tolerate, 
tolerant, tolerance; encourage, encouragement; author, 
authority; handle, handling; construct, construction, 
constructive; admit; admissible, inadmissible; engage, 
engaged, engagement. 

Exercise 3. Guess what these international words mean. 
Office clerks, journalists, artists, financial managers, 
computer programmers, talented engineers, a creative 
person, film classics, to motivate, regularly, continents, 
detailed instructions, art galleries, revolutionary ideas, a 
mask, a term, personnel management, alternative, autonomy, 
a management authority, traditional methods. 

Exercise 4. Read the following adverbs ending in • ly . 
Say what adjectives they derive from. 

Model: usually 4- usual — oCbimho — oObiHHbin 
Broadly, commonly, nearly, occasionally, actually, 
usually, generally, regularly, handsomely, suddenly, 
Historically, differently, annually. 

Exercise 5. Find synonyms in List A and B. 

Model: to wander — to rove 

A. To encourage, to watch, to search for, to wander, to 
Picture, to require, to handle, to reward, to understand, 
10 allow, to include, to view. 



158 


AHrnMUCKMM flJlfl BAKAJ1ABP0B MEHEflttMEHTA a 

B. To see, to rove, to imagine, to demand, to treat, to 
let, to incorporate, to award, to realize, to permit, to look 
at, to look for, to motivate, to hunt for. 

Exercise 6. Read the following word combinations and 
give their Russian equivalents. 

To manage gold-collar workers; to handle gold-collar 
workers; to watch cartoons, feature films, plays, to search 
for ideas; to hunt for ideas; to do a job; wrapping paper; to 
motivate employees; to wander in art galleries; to pay off 
handsomely; to view an exhibit; to bring a S 500, 000 return; 
a fortress of innovation; creative employees; to follow one’s 
intuition; revolutionary new products; to require a high 
degree of creativity; to be engaged in; to coin a term; 
advertising copywriters; to interfere with creative people; 
to be unwilling; to take responsibility; alternative ways of 
doing things; to leave them alone; a recognized management 
authority; to pay bonuses, royalties, stock; to give annual 
achievement awards. 

Exercise 7. Complete the sentences with the proper 
forms of the modal verb may/ might. Consult § 40 
(Reference Grammar). 

1. I use your telephone? 2. This or not be 

true. 3. I have a word with you, please? 4. It’s strange 

that he hasn’t come yet. He be at work now. 5. You 

have telephoned your boss. 6. Hello. I help you? / 

Can I help you? 7. You try to find a new job. 8. You 

not go with me. 9. I make a suggestion? 10. You 

use both must and have to to express necessity. 11. 

I continue? 12. I begin? 

Exercise 8. Work in pairs. Speak about possible actions 
in the future. Use the model and list of word 
combinations below. 

Model. A: Don’t call me at 10. I may be working at the 
project. 


B: When then? 

A; You may call me in the evening. 

To be preparing a report, to be working at the term 
naoer / graduation paper / project/ article, to be doing 
L homework, may be having a job interview, may be at 
work / at the lesson / at the conference. 

Exercise 9. Is it easy to manage talented people? Why? 

Read the text and find out if you are right. 

Managing Creative Workers 

There are different categories of employees working 
for companies. Blue-collar workers do manual work. They 
work in workshops, on construction sites, in mines. White- 
collar workers are office clerks, they do paper work. There 
are sendee people, they serve customers. Journalists called 
machines steel-collar workers (but this term is not com- 
monly used). Do you know who .gold-collar workers, are. 
Broadlv speaking, they arc creative people who make a 
great contribution to the development and profitability ol 
companies they work for. They are elite workers of an 

organization. . 

All employees need good handling. But gold-collar 

workers want special treatment. 

In his article Managing the Goldcollar Workers, M. L. 
Goldstein, an outstanding authority on personnel manage- 
ment, describes managing creative people. 

Every Thursday afternoon at the Kansas City, Mo., 
headquarters of Hallmark Cards Inc., nearly 100 employees 
come into a small theatre to watch cartoons. But not always 
cartoons. Sometimes it’s feature films; occasionally it’s 
film classics. And it’s all on company time. 

These employees are members of Hallmark’s creative 
department. These writers and artists are actually doing 
their jobs — searching for ideas to use on cards, wrapping 
Paper and other products. 
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« Thursday Theatre* is one of the tools Hallmark uses 
to motivate its most talented employees. The company also 
regularly sends key employees across the country, even to 
other continents, with instructions to wander in art 
galleries, watch plays, or go window-shop-hunting for ideas 
that might translate into sales. 

Sometimes it pays off handsomely. Several years ago, 
while viewing the King Tut exhibit at Washington’s Na- 
tional Gallery of Art, one employee suddenly pictured the 
famous gold death mask as a puzzle for children. That one 
trip brought more than a S 500,000 return to the company. 

Historically, company R&D centres have been the 
fortresses of innovation. And R&D managers have long 
understood that creative employees should be motivated 
and rewarded differently than other workers. Firms like 
3M Co., for example, allow creative people to follow 
their intuition. And the results have been revolutionary 
new products — including masking tape and wet / dry 
sandpaper. 

Employees whose jobs require a high degree of creativity 
and special skills, and who are engaged in major projects, 
are called gold-collar workers. The term was coined by Robert 
E. Kelley in his book The Gold Collar Worker (Addison 
Wesley Publishing). Gold-collar workers include such 
employees as product-development personnel, computer 
programmers, advertising copywriters and engineers. 

Poor managers don’t know how to handle gold-collar 
workers. Some of them don’t understand creative people 
and interfere with them. Other managers are unwilling to 
take responsibility and encourage innovation, A third type 
of manager refuses to treat talented employees differently. 
For many companies it is important to find managers who 
know how to motivate gold-collar workers. 

One key to motivating creative workers is tolerance. 
Executives should be tolerant of their independence, 
behaviour, new ideas, and alternative ways of doing things. 


^N IT5 LEADERSHIP ^ 

More than any other employees, the gold-collar worker 
lso demands feedback oil his performance and evaluation. 

3 Gold-collar workers want autonomy. Interference in 
their work is inadmissible. «The best thing you can do for 
creative people is just get out of their way. Give them a 
task and leave them alone*, says Peter F. Drucker. a 
recognized management authority. 

Creative people arc paid bonuses, royalties and stock. 
Traditional annual achievement awards are given to them 
at many companies, 3M and General Electric included. 

Exercise 10. Find in the text the equivalents of these 

words and word combinations. 

BbinojiHfliOT pyHHyio paGorv; b uexax, ua cTpoirrejn,- 
Hfcix iuioma/JKax; BHnoJiHmoT KaimejmpcKyio paoory; 06- 
cJiy>KHBaiomiift nepcoHan; sjurrmie paboTHHKn; ynpaBJie- 
Hiie nepcoHaJiOM; rJiaBHoe ynpaBJicimc; TpeovioT oco6oro 
odpameHua; cMOTpeTb Myji&T$HJibMbi; b pa6o nee Bpeivrn; 
hiuvt nocMepTHaa Macxca; TBopuecKiie puSothhkh; 

cjieAOBaTb HHTvmjini; coTpyaHHKii, 3aHHMaiomHGCH co 3 .na- 
HiieM tobqpob; ocTaBi/re hx b noKoe; Tpa/uimiOHHwe exce- 
romiLie Harpaflfci 3a AocTiixceHiifl (b paboTe). 

Exercise 11. Answer the following questions in pairs. 

1. Who are blue-collar workers? 

2. Who are white-collar workers? 

3. Who are gold-collar workers? 

4. What are the tools Hallmark uses to motivate its most 
talented employees? 

5. How effective are these tools? 

6. How are creative employees encouraged and motivated 
at 3M? 

7. What have been the results? 

8. Who coined the term « gold-collar workers**? 

9. What are the three common mistakes in managing 
gold-collar workers? 

6. 3u. 327 



162 


AHmi/lMCKHM ana &AKAJ1ABPOB MEHEfl>KMEHTA 


10. What are the keys to motivating creative workers? 

11. Should gold-collar workers be treated and rewarded 
differently, in your opinion? 


Exercise 12. Draw a table like the one below. Make lists 
of different ways of treating gold-collar workers. Dis- 
cuss the problem in class. 


Improper treatment 

Proper treatment 








Exercise 13. Summarize the text ^Managing Creative 
Workers*. Consult the Writing Language Section. 


Exercise 14. Do you know how to manage collective 
thinking? Read the text and characterize the stages of 
decision— thinking process. 

Effective Thinking in Management 

One of the most important tasks in management is to 
cultivate good collective thinking. American consultant 
Ben Heirs in his book «The Professional Decision Thinker* 
explores the art of managing a thinking team. 

Every organization has a team of «doers». And the 
manager’s first priority is to transform this group of people 
into a team of thinkers. 

Decision-thinking process consists of four stages. Stage 
I deals with formulating a question in the clearest possible 
way. Then the thinkers must gather information relevant 
to answering the question. Stage II implies creating the 
most effective range of alternative answers to the question. 
Stage III concerns evaluating each of the alternatives and 
predicting the consequences. Stage IV regards decision 
making. Here, finally the thinking team must weight the 
advantages and disadvantages of each alternative and decide 
upon which alternative to act. 
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The author of the book suggests certain rules to unprove 
decision- thinking process. Here are some of his ideas. The 
Leaves of the thinking game must be explained precisely. 
The members of the thinking team should understand their 
roles and responsibilities in the process. As for the manager 
i 1P must be very courteous. There must be mutual 
understanding and trust between the manager and his people. 
His duties are to stimulate good thinking and prevent its 

stagnation. 

Exercise 15. Work in pairs. Discuss the role of creative 
people in an organization. Use the words and word 
combinations below. 

1 . Why are gold-collar workers’ ideas so important for 

a company? . , , , 

To bring in return; to be profitable; to get / derive 

benefit from smth; to make / earn money; to profit by 
introducing a new idea / technology; to receive money. 

2. What are gold-collar workers’ achievements? 

To create a new machine / device; to discover; to make 
a discovery; to develop a new product; to develop a new 
technique; to formulate a new law; to introduce a discovery; 
to invent an appliance; to pioneer a technology; to work out 
a new method. 

3. Where do creative employees work? 

In a research laboratory; in a R&D department; in a 
design office; in a creative department. 

4. What are the characteristic features of a gold-collar 
worker? 

Creative thinking; creativity; genius; imagination. 

5. What sort of person is a gold-collar worker? 
Bright; capable; clever; creative; diligent; efficient; 

gifted; imaginative; industrious; persistent. 


6 - 





6. Why is it sometimes difficult to handle gold-collar 
workers? 

Absent-minded; ambitious; conceited; haughty; hot. 


tempered; ill-mannered; obstinate; undisciplined; uncom- 
municative. 

Exercise 16. Write about about handling creative 
employees. Give examples from your personal experience. 

5.3. Handling Difficult Employees 

Exercise 1. Focus on the topical vocabulary, 
to get along with [o'Idi}] u — Jia^HTB c 
to treat people [tri:t] — ofipamaTbcn c mogLMii 
treatment [trr.tmant] = handling ['ha?ndlii}] n — ooxojk- 
neHiie, oopamemie 

extrovert |'ekstrv3;t] n — aKCTpaaepT; uejioaeK, iiHTepecy- 
K>mnHcn TonbKo BHeujHiiMii npeAMeT&Mn; nejioBeK, iih- 
Tepecyiomnncfl tojibko MaTepiiaJibHbiMii 6jiaraivm; ne- 
JiOBen 6e3 nyxoBHbix HHTepecos; o6mnTejibHbiii, ,a;py- 
>Kejno6Hbiii nenoBeK 

introvert [intravirt] n — HirrpoBepT; trenoneK, cocpe/joTO- 
^eHHbin Ha caMOM ce6e, Ha cbohx nepe>KiiBaHHHx; po6- 
KHH, 3aCTeHHHBbIH HejIOBeK 
lively [laivh] a — xchboh, Becejibin 
sociable [saufiabl] a — odmuTe.ibHbiii, /ipyrnejiiooubiH 
to show off [ Jau of] v — xsacTaTb, pucoBaTbca 
temperament ['temparomont] n — TeMnepnMeiiT 
choleric [kotarik] a — xojiepimecKiiH, pa3npax<nrejibHbiH, 
BCntlJlb^MBblH 

sanguine fsceogwm] a — caHrBHHHHecKMH. xai.iHep&ao- 
cthmh 

phlegmatic [flcg'martik] a — (h-ier.MaTiiuHbiii. BH.ibiii; cno- 
KOIIHUli 

melancholic [ melon knlik] a — MejiaHxojmuecKHii, rpycr- 
hlih, nevajibHbiii 
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„tieiU ['peifantl a - TepnejWBbift 
^patient [un'pei/ant] a - neTepneJiMb.fi 
heerful ftfnfcl] a — oecejiMM, ooflpuH 
C ' |, e8 itate I'heziteit) u - KOJieOarbca 
ri o-ht -brain L rait'brem] n - npasoe nojiymapue Moara 
. i bra in r lefl'breinl a - Jiesoe nojiymapue Moara 
imaginative [ima^anat.v] a - oflapeHHb.fi ooratbiM bo- 

SpaaceHnew. oSflaflaiomHfi TBopnecK hm BOo6pajKe H iieM 

to stand one’s ground ['stand-, graimd] - He oTcxynaxb, 

CTOHTb Ha CBOeM 

to interrupt [,.nto'rA P t] i> - npepbma-rb 
suggestion [sa'djestjanj n - npeafloxceHne 
halloon [ba'lu.n] n - B03flyuiHb.fi map; Mbuibi.bin nyaupb 
chronic complainerLkrDn.kkam-ple.na] - koto- 

pufi nocTOHHHO HcaJiyeTca Ha HenoHHMaHi.e ok- 

pyxcaiomHX 

clam [klaem] n — cbeflooHufi mopckoh mojljhock; pan. 

CKpbrtHblfi, Heo6mHTeJlbHb.fi MPJIOBCK 

yes-man fjcsmten] n pase. - noflxaJlHM, noflnenaJia. w- 

3o6jIK>fl 

staller fstDtlaJ n pasz. — bojiokuthuk 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Join, joint; simple, simplicity; relate, relation, rela- 
tionship; agree, agreement; treat, treatment; difncult, 
difficulty; divide, division; easy, easily; express, expres- 
sion; energy, energetic; think, thinking; assert, assertive; 
calm, calmly, calmness; argue, argument; interrupt, inter- 
ruption; firm, firmly, firmness; complain, complainer. 
complaint; appear, disappear; patient, impatient; hesitate, 
hesitation; attentive, attentively, attention; Stall, staller. 

Exercise 3. Guess what these international words mean. 
Modern management; human factor, business orga- 
nizations; an effective manager; productive specialists; 
creative subordinates; a problem person; psychological 
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classifications; an active, energetic and optimistic person; 
a psychologist, psychology; a communicative person; to 
discuss problems with the boss and colleagues; extroverts, 
introverts; a choleric temperament, a sanguine tempe- 
rament, a phlegmatic temperament; a melancholic person; 
a reason; an artistic person; a logical and analytical method; 
an adequate technique; a tank, a sniper, a negativist, a bull- 
dozer; chronic; an expert on management; perspective; to 
produce positive ideas. 

Exercise 4. Find synonyms in Lists A and B, C and D. 

Model 1: to call for — to demand — to require 

A. To manage employees, to call, to handle people, to 
create, to discuss, to encourage, to call for, to make a 
decision. 

B. To make, to lead workers, to take a decision, to deal 
with people, to cope with people, to name, to demand, to 
debate, to stimulate, to require. 

Model 2: assertive — pushy 

C. Sociable, difficult, choleric, clear, phlegmatic, 
sanguine, particular, sad. hard-working, confident, 
assertive, right, imaginative, easy, foolish. 

D. Hard, hot-tempered, calm, communicative, melan- 
cholic, pushy, optimistic, correct, self-confident, diligent, 
creative, certain, understandable, stupid, simple. 

Exercise 5. Read the following word combinations and 

give their Russian equivalents. 

To pay much attention to; to deal with employees; to 
handle workers effectively; to cope with people; to get 
along with subordinates; to manage different people 
successfully; to treat customers well; to be active, lively 
and sociable; to be hot-tempered and energetic; to be 
cheerful, energetic and hard working; to be calm and 
diligent; to be sad and lonely: to switch from one kind of 
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nrk to another; to encourage workers; to have artistic 
nd imaginative thinking; to have logical and analytical 
flunking; to argue with people; to stand one s ground, to 
„,ock at people; to admire something; to praise workers; 

0 hurt somebody, to hurt somebody’s feelings, to find 
fault with people; to complain about something; to mterrup 
people; to listen to subordinates attentively; to call iur 

communicative skills. 

Exercise 6. Read these sentences with the conjunction 
both... and (u... u, imjk- mate u) and express the same in 
Russian. 

1. He is both an effective manager and a good person. 

2. The company does business both in Europe and Asia. 

3 Both men and women hold managerial positions in 
Europe and the United States. 4. Mr. Collins often goes on 
business to different cities both in the country and abroad. 

5 The news both excited and worried the director, b. Hie 
delegation visited both the factories and the shops. «. The 
manager spoke to his subordinate both with firmness and 
understanding. 8. He is both good-looking and clever. 9. The 
export manager both speaks and writes French. 10. I d 
like to study both economics and management. 

Exercise 7 . Read the following sentences and say the 
same in Russian. Consult § 45 (Reference Grammar). 
1. A malinger makes his subordinates work hard. 2. The 
lecturer asked the students to prepare for a seminar on 
problem employees. 3. The manager told his assistant to 
come to his office at 10. 4. Don't let him delay his decision 
until it is too late. 5. The manager knew Mr. Green to be 
a diligent worker. 6. I’d like you to help me. 7. A good 
leader helps people under him (to) solve problems together. 
8. We expect the director to return at 3. 9. The workers 
saw the delegation arrive at the factory. 10. The secretary 
heard the manager speak on the telephone. 
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Exercise 8. Work in pairs. Speak about stimuli to work. 

Use the model and words below. 

Model. A: What makes people work? 

B: People work to make a lot of money. Material incem 
lives cause people to feel energetic and enthusiastic about 
work. 

To solve difficult professional problems, to do interesting 
and creative work, to make a lot of money, to support their 
families, to earn their living, to hold a higli position. 

A challenge, creativity, material incentives, duty, 
necessity, prestige, vanity, good management. 

Exercise 9. There are workers who are difficult to deal 

with. Read the text and say what can improve commu- 
nication with them. 

Handling Difficult Employees 

In modern management much attention is paid to the 
human factor, that is people’s relationships within the 
organization and in the environment. If a manager can 
deal with employees, their joint work for a company is 
more effective. A good leader understands and values 
productive and experienced workers, creates good working 
conditions for them, gets along with subordinates and 
makes them work hard. 

It is not easy to cope with people, especially some of 
them. There are so called « difficult employees*, that is 
workers who are hard to deal with and who want special 
treatment. 

Fred Pryor, a US expert in management, does not like 
the term ^difficult employees*. He thinks that all people 
are difficult in one sense, and in another sense none of 
them are. The main problem is poor management. Many 
managers do not know how to deal with any people. 

All people are different, and they very often need 
different handling. This is the main thing a manager should 
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ember He must be a good psychologist and understand 
rTto cope with different employees in certain situation^ 

*° There are several psychological classifications of people 
manager must take into consideration. 

8 TrstlV, people are divided into extroverts and mtro- 

^ Extrovert employees are active, lively and sociably 
o mes thev tend to show off. Extroverts make friends 
Itlv. They are ready to discuss different problems with 

their boss, colleagues, and customers. 

Introverts are interested more in themselves and their 
rivate feelings than in the world around them. They are 
ZZl " — «v= do not 

Thev do not like to discuss problems at work. It tak 
lime and effort to make them express their opin . 

Secondly, according to their tentperament people 
into choleric, sanguine, phlegmatic and melanchohe. 

A choleric person is hot-tempered and energetic. He o 
shet impatient, and it is often difficult for htm or her to 
finish work. A manager must channel the e “® I ? V 
employees into the right direction and control fulfillmen 

01 Tsanguine person is cheerful, optimistic, energetic 

and hard working. Employees with such a ‘ 
are good workers, they are ready to solve difficult problem 
and always finish their work. It is easy for them to switch 
from one kind of work to another. They do not usu . 
cause a manager much trouble. .. 

Phlegmatic people stay calm even in difficult Sltuatl °" s , 
They do not show their emotions. Such employees are g 
workers. They are ready to work hard, they always finish 
their assignments. But it is difficult for them to switch 
from one kind of work to another. A manager should help 
people with this temperament to do it. 

A melancholic person is an introvert He or she is often 
sad without any particular reason. Employees with such a 
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temperament do not like to switch from one kind of activi 
to another. They often hesitate a lot before taking a deci- 
sion. A manager must encourage them to work, make them 
be more confident. 

Thirdly, there are right-brain and left-brain people. 
According to psychologists, right-brain employees mostly 
have artistic and imaginative thinking. Left-brain workers 
are mainly characterized by logical and analytical thinking. 
At work, both right-brain and left brain employees must 
be given adequate assignments. 

The author of the book Coping with Difficult People , 
Robert M. B ramson, a prominent authority on management, 
and trainer Rick Brinkman, describe several types of 
problem workers and ways to deal with them. 

The * tank* is self-confident and aggressive. Tasks seem 
clear to him, and the way to do them direct and simple. He 
is impatient with those who don’t agree. The ^bulldozer* 
is the expert on everything, he always knows it all. A ma- 
nager shouldn’t argue with « tanks* and ^bulldozers* but 
stand his / her ground. He / she must be calm, assertive 
and be ready to be friendly. 

The «sniper* mocks at his colleagues in a group, 
sometimes makes his chief look foolish. A manager should 
stop snipers by interrupting their attacks calmly and firmly. 

The « balloon* likes to be admired and praised. He often 
speaks about things he doesn’t know. A manager should 
correct him without hurting his feelings. It’s best to do it 
when he’s alone. 

The «negativist* is against any suggestion or idea. 
♦ Negativists* and « chronic complainers* find fault with 
everything and think that their colleagues and people in 
power don’t understand them. A manager should listen 
attentively but be ready to interrupt them. He / she must 
make them work and produce positive ideas. 

The «clam* doesn’t like conflicts and never expresses 
his opinion. The « yes-person* always agrees with liis boss. 
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ctaller. doesn’t want to hurt anyone and delays 
Th ° inns until the need disappears. A manager has to make 
real ideas and speak out. He / she must be 

1 and patient with them. 

P° a- 0 to Jim Brahani, a famous expert on mana- 

-Tt Xg wUh proS employees - but who are 
CvaiuSe for a company - calls for understanding. - 
perspective, psychology, and communicative stalls. 

Exercise 10. Find in the text the equivalents of these 
words and word combinations. 

To errs; JiaflHT c noflumieKHUMn; .TpyflHbie c.iy*a- 
J;. BO BHMMaHne; nanpamm, 3Hepr.no ra- 

CKaubiBaTbca o-mpoBeHHo; neHHUii AA* KOMnamm. 

Exercise 11. Answer the following questions in pairs. 

1. Why do difficult employees need special treatment? 

2. What is the difference between extraverts and intro- 

3. What are the main types of temperament? 

4. What is the difference between right-brain and 

5. wZ <• 

experts in management suggest .' 

6. How do trainers cope with difficult employees. 

Exercise 12. Work in pairs. Speak about extroverts and 
introverts. Use the model and word combinations below. 

Model. A: What are extroverts like? 

B: They like... They are... 
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To talk to people a lot; make friends easily; to get 
along with people; to discuss personal, business and global 
problems with people; to be active, lively, sociable, cheerful. 

To talk little; to be interested in personal problems and 
private feelings; to be reserved, sad, silent; to feel lonely. 

Exercise 13. Work in pairs. Speak about different 
temperaments. Use the model below. 

Model. A: What are choleric employees like? 

B: They are... 

A: How should a manager deal with them? 

B: He should... 

A: Are there any choleric students in your group? 

B: I think... 

Exercise Id. Work in pairs. Speak about right-brain and 
left-brain people. Use the model and list of words below. 
Model. A: What are right-brain people like? 

B: They have creative imaginative thinking. 

A: What jobs suit them? 

B: They may be... 

Artists, writers, poets, actors, designers, teachers, 
advertising copywriters, engineers, architects, accountants, 
managers, scientists. 

Exercise 15. Work in pairs or in small groups. Discuss 
handling different types of difficult employees, 
according to the classification of R. M. Bramson and 
R. Brinkman. 


Exercise 16. 

I. Read the title of the text below and guess which 
causes bring about British workers’ anger: 

A) Low wages. 

B) Bad working conditions. 

C) Unfriendly atmosphere. 
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D) Low morals. 

E) Poor management. 

F) Other things. 

n Read the text and check your guess. 

Blood Boils in UK Workplaces 

ThtTri 1 ".. *eS o TZ* among staff. 

====== 

lives and some workers said they went home m a bad mood 
because of something that happened at work. 

A shop worker told Mrs. Booth she was angry that a 
colleague had been stealing goods without getting caugh 
while a horse was threatenine to resign 
behaviour oi a colleague. A healtl I. 
the study said oi a colleague: .Sh. » B^y l«d. 
she comes Into the office everything is ” 

thing is disturbed® . A teacher, anger y a pi » that’s 
my family knew about him. I used to come 
all I'd talk about.. A worker angered by her manager 
♦I don’t really show anger when I am at wo -k. 
everything bottled in and then I get home and I m 

lunatic®. 
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The study warned that anger among workers could have 
long-term consequences for companies. 

Exercise 17. Answer the following questions in pairs. 

1. Who carried out the research into the working 
environment in British companies? 

2. Where was the study made? 

3. What causes anger in UK workplaces, according to 
the research? 

4. How docs workers’ displeasure affect companies? 

5. How docs anger at work influence people’s family life? 

6. What can cause workers’ dissatisfaction in Russian 
companies? 

Exercise 18. In writing, describe any case of dealing 
with a difficult employee. Analyze the behaviour of 
both the manager and the problem worker. 

Exercise 19. Role play. 

1. Roles: a managing director, a new R&D manager. 
A managing director tells a new R&D manager how to 

treat creative employees. The manager asks questions about 
their responsibilities and personal characteristics. 

2. Roles: a manager in a toy factory, artists. 

A manager wants to make a new doll / toy car / game. 
He / she explains the task to factory artists. The chief 
wants an original product. He / she asks them to search 
for revolutionary ideas. The artists ask questions about 
the product and the deadline. 

3. Roles: a trainer and students. 

A trainer and his students have a seminar on difficult 
employees at a business school. The trainer asks the 
students to characterize different types of problem workers 
and describe the way to cope with them. 
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6.1. Western Standards of Service 

Exercise 1 . Focus on the topical vocabulary, 
to be concerned about smth [kansrnd] - GecuoKoni'bcn, 
Ca 60 THTfaCH O UeM-JI. 

to get Closer to smb - c-raHOBHTbCfl 6jm*e k KOMy-n. 
a passion for excellence [ pffijan.-.'eksalans] - crpeMJie- 
irae k coBepmeHCTBy , . „ . . 

to treat the customer like a king [ trr.t... - ofipa- 

maTLca c noKynaTeneM, KaK c KoponeM 
to have a smell for ... — hmctb hiox Ha ... 
a customer-oriented company ['wiaatid] - komubhuh, opn- 
eHTHpyromaHca Ha Hirrepecbt noKynaienen 
to issue bulletins ['.sjm'bubt.nz] - BBinycKarb BioJUieTenn 
to feature ['fi:tfa] o — neuaTaTi, Ha bhahom MecTe. 
in a host of ways bccbo 3 Mohchumh cnocobawn _ 
to demonstrate respect for smb f demanstreit ris pektl 
npoHBJisTb yBa>KeHKe k komy-ji. 
the Hall of Fame ['ho:l...'feim] — aaji cnaBH 
marketer [ mmkita] n axep. — npoaaBeu, 
customer -support people [sopcttl - nepconan, nenoepefl- 
cTBeHHo paboTaKunnii c noKynaTejiflMH 
to shower smb with attention ['faua...3'tenfon] — okssh- 
aaTfc komy-ji. oco6oe BHinviamie 



receptionist [n'sep/anist] n — ceKpeTapb, Be^ymmi iipne* 
noceTHTeneii 

loading dock [ loudiij dok] — norpy^OHHaa n.-iaT(|jop.Ma 
in particular [po’tikjulo] d HacTHOCTH, b ocooeHHocrH 
contemptuous [kon'tein(p)tju0s] a — npeapirrejibHbiH, bbi- 
COKOMepHUH 

to permit [ps'mit] v — flonycxaTb; pa3pemaTb, no 3 DonaTb 
facilities [to'silitiz] n — ooopy^oBaHne; cpeACTBa, ycTpon- 
ctba; coopy>KeHna 

back-room n — ceKpeTHaa jiaoopaTopH*; cenpeTnoe koii- 
CTpyKTopcKoe 6iopo 

unique [j u : ' n i: k ] a — yHUKQJiLHLiii, e/WHCTBeHHbift b cbocm 
poae 

device fdi'vais] n — npucnocoojieHHe, ycTpoiicTBo 
to respond [rrs'pond] v — oTBeuaTb, peanipoBaTb 
request [ri'kwest] n — npocbda; v — npociiTb 
to review [n'vju:] v — npoc.MaTpuBaTb, npoBepHTb 
complaint [kom’pleint] n — >«a 7 io 6 a 
swiftly [ swifth] adv — 6bicrpo 

to measure customer satisfaction [ 111030... scetis fa.*kj0ii) n — 
yAOBJierBopeH ue 

to make measures n — ynoBJicTBopcimc 
delivery date [di'livari deit] — jaTa aoeraBKii 
quality [ kwnliti] n — Ka^iecTBo 
reliability [n laia'biliti] n — Hazte^KHocTb 
sample [*sa:mpl| n — obpaoeu, 

perception [pa'sepjanj n — RocnpuaTue; noHUMaHiie 
substantial [sab'stasnjal] a — cymecTBeHHbiir 
amount [0 maun t] n — cyMMa 

Exercise 2 . Try to understand the meaning of the de- 
rivatives. 

Deliver, delivery; passion, passionate; sell, seller, best- 
seller; quality, qualitative; exclude, exclusive, exclusively; 
orient, orientate, orientation, customer-oriented; market, 
marketing, marketer; receive, reception, receptionist; load. 
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Ioading , loader; direct, directly, indirectly; respect 
*££* «*«r. engineering; .chi.™ achievable, 
contempt, contemptuous: particular, particularly. 

Exercise 3 . Guess what these international words mean. 

To identify, to sort out. an aspect, to demonstrate, general 
n .„ment service, a manufacturer, an organization, a 
'function, a display, film clips, special, associated, regularly, 
Xy meetings, to produce, products, to focus, a unique 
^rson, a statistical abstraction, information, a reason, 

perception. 

Exercise 4 . Read the adjectives with the suffixes -some 

[snm] and -ous [as] and say what they mean. 

Handsome, burdensome, darksome, gladsome, tiresome, 

10,1 Continuous, mysterious, famous, hazardous, strenuous, 
dangerous, joyous, mountainous, contemptuous. 

Exercise 5. Find antonyms in List A and B, C and D 

Model 1: to support — to discourage 

A. To demonstrate, to keep one’s promise to support 
to treat people well, to link, to attend a class, to be showe. ed 
with attention, to promote, to hope, to improve, to prove, 
to find, to increase. 

B. To discourage, to handle people badly, to disconnec , 
to be neglected, to demote, to make worse, to refute, o 
decrease, to hide, to despair, to lose, to break one s promise, 
to miss a lesson. 

Model 2: close — far 

C. Swift, true, friendly, close, good, active, con- 
temptuous. probable, dishonest, complete, well-bred, 

severe, important, easy. . 

D. Bad, respectful, slow, impossible, difficult, fair, 
partial, ill-bred, soft, far, false, hostile, insignificant, 
passive. 
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Exercise 6. Read the following word combinations and 
give their Russian equivalents. 

To treat customers; to make annual reports; to feature 
stories; customer service, to attend celebrations; to take 
seriously; to shower customers with attention; to answer 
telephone calls; to get training; a respectful, polite 
language; contemptuous language; to exchange visits with 
customers, to invite customers to meetings; to visit 
facilities; back room operations; customer-support people; 
customer-support stories; iron laws; to respond to 
customers 7 requests; to respond to suggestions; to respond 
to complaints; to connect departments; customer satis- 
faction; to review surveys; to keep one’s promise; to miss 
a promised date; to take severe measures; to improve 
quality; to increase reliability; to use the products; a sub- 
stantial amount of money. 

Exercise 7. Read these sentencies and express the same 
ill Russian. Consult § 47 (Reference Grammar). 

1. Do you mind opening the window? 2. He was 
responsible for taking control over fulfilment of pro- 
duction assignments. 3. The right management is the most 
important factor in determining success. 4. Management 
implies planning, organization, motivation and control 
while setting and reaching the goals of the company. 5. He 
was accused of having sold information to rival companies. 
6. The books by Dale Carnegie are worth reading. 7. The 
manager insists on treating customers with respect. 
8. Reading books on management is necessary for every 
executive. 9. Our main goal is satisfying the needs of our 
customers. 10. I like the way of serving customers in 
this shop. 


Exercise 8. Work in pairs. Speak about a Sales 
Manager’s duties. Use the model and list of word 
combinations below. 


, A' What are the Sales Manager’s responsibilities? 

^ A Organizing the work of the department and 
£ salespersons are the Sales Manager s 

duties. 

• • Qqlcsnersons, informing customers, 

, SU Cr e ™ matimen., maintaining discipline, 
informing department, organizing meetings, 

encouraging good 

planning the wo ppo rt people, promoting 

~ responding to 

complaints, improving working conditions. 

Exercise 9. Businesses in Western Europe and the USA 

successful American companies. H 
approach affect business profits. 

The Right Way of Treating Customers 

, s it possible to earn a tot 

'sz ? — - 

«£ th»r organization 

^ nee. which ™ a 

bestseller in the USA. Ton, Peter, and Nancy ld ““ y 

some of the ways of -treating the ^mer “e ‘ tog- 
They have sorted out several aspects of . C “P. 
first orientation in companies that have a -smell, for the 
customer. Here are some of their ideas. d 

Customer-oriented companies issue special bulletins an 
annual reports dealing exclusively with customer service. 
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They feature stories about working- with customers 
Interests of a company and its customers are considered 
to be joint. 

In a host of ways, unique respect for salespeople i s 
demonstrated. Celebrations for salespeople are special and 
taken very seriously. They are attended by almost all of 
general management. When the salesman talks, the 
engineer, manufacturer or manager jumps. The company’s 
♦ Hall of Fame* consists of salespersons or marketers. 

Customer-support people arc showered with attention. 
Receptionists who answer telephone calls, dispatchers and 
people on the loading dock get special training. At 
celebrations, they are awarded for good customer service. 

The importance of the customer can be seen in every 
function of the organization. One can see it through display 
of letters (good and bad), film clips and visits. People of 
all departments work for customers directly or indirectly. 

There is a special friendly and respectful language 
associated with customers. In particular, contemptuous 
language is simply not permitted. 

Visits with customers are exchanged regularly, at all 
levels in the company and customer organization. Customers 
arc invited to visit all facilities, especially plants or back 
room operations. They are invited to celebrations and policy 
meetings and are encouraged to produce their views. 

Discussions, celebrations of heroes focus on support 
for the customer. The customer-support stories are about 
particular people and circumstances. That is the custo- 
mer is treated as a unique person, not as a statistical 
abstraction. 

Companies have a lot of devices for customer listening. 
There are «iron laws* about time-to-respond to customer 
requests and information (for example, 8 to 48 hours). 

There are devices to connect sales, engineering and 
manufacturing departments. It helps to respond to 
customers suggestions quickly. 
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Customer satisfaction is measured very often - 
monthly at least, and perhaps weekly. Surveys are reviewed 

" ve,, -U*- ***- » 

C ° r ?'o»U.. to ™st°™r 5 are kept. Achievable delivery 
dates are set, and then met. Top management analyzes the 
reason for missing a promised date and takes severe 
measures. Customers respect the ability to keep promise. 

The organization works at improving quality and 
increasing reliability of product and service. Almost all in 
te compohy use the product thrives, * 

Samples are always around for all to see. 

The customers perception is viewed as most important. 
Good companies respond to the customer’s view - even if 
it costs them a substantial amount of money. 

People in all departments have a passion for custom- 
related improvements. They want to do things just 
bit better. 

Exercise 10. Find in the text the equivalents of these 
words and word combinations. 

WHTepecw 6n3Heca cooTBercTBytor mreepecaM Kimem 
tob; exceroiHhie ome-m; HCKmommnHio; npaiao rum n- 
neuEo; iiponsBOAHTenB; coBemauim no CTpa-remmecKiiM 
boupocum; BMCKasHaaTB cbok> totkv apernm; on P CA “ 
.J \«,m « oQCTOsreaBCTBa; OTflen to, 

OTne.it, npouaBOACTBeHHHH OTflen; Obicrpo pearKponaTB aa 

npeflJiosKeHita noKynaxeneii; CHepxtaxb ooemanna, W ; 
mesne ica-iecTsa b noBbiuieHHe hmp*hdcth npoflynmiu, 
3HauiiTejiLHaa cyviMa aeHer. 

Exercise 11. Answer the following questions in pairs. 
1. What important aspects of management is T. Peters 
and N. Austin’s book A Passion for Excellence de- 

voted to? 
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2. What orientation do excellent companies have? 

3. Can you name the priorities of customer-oriented 
companies? 

4. How is work with customers organized? 

5. How is work with sales-people and customer-support 
people organized? 

6. Do all the departments in the organization contribute 
to treating the customer like the king? Prove it. 

7. Is the « royal * treatment of customers so important, 
in your opinion? 

Exercise 12. Summerize the text «The Right Way of 
Treating Customers ». Consult the Writing Language 
section. 


Exercise 13. Complete the text about customer service 
with the words from the box. 

a) customer service b) applied c) to record 

d) satisfied e) computer software f) monitor 

Customer Service 

Customer service involves an array of activities to keep 
existing customers (1)... An example is (2)... manufacturers 
who allow consumers to telephone them to discuss problems 
they are encountering with the software. Servicing 
equipment in the field and training new users are other 
examples of (3)... The term user-friendly is sometimes (4)...; 
the firm wants to develop a reputation as being easy to do 
business with. Firms continually (5)... the levels of customer 
service they — and their competitors — offer. They might 
use machines (6)... how many times customer-service 
telephones ring before being answered or what percentage 
of requested repair parts they can deliver within a certain 
time span. 

Exercise 14. Find information about customer service 
at excellent companies abroad. Give a talk in class. 
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Exercise 15. 

I Say what la the proper way for earv.ee people to 
twtove, look and act. Use the word, and expressions from 

Model: Be'polite to customers. Always smile at customers. 

A courteous, polite, tactful, well-bred, considerate, 

entile 

tryto understand what the customer wants, to encourage 
customers to produce their views. 

II Sav what is the improper way for service people to 
behave, look and act. Use the words and expressions from 

tl!P Modelf Don’t he impolite to people. Never offend 
customers^ ^ ^ dishonest , irritable, rude. ill- 

m Tt r odeceive. to insult, to lose one's temper, to neglect 
one’s duties, to offend people, to treat customers badly . 

Exercise 16. , 

I Say how managers and service people should behave 
and act when they work with partners and serve customer. . 

6LIT Oi;:rr d speak to customers politely. CnenyeT ae*- 

-1HBO paaroBapuBa-n. c noKynaTe.iHsra. 

To be honest; to be reliable; to be attentive; to respect 
people; to help customers; to respond to customer requests 
suggestions and complaints; to keep one s word; to speak 
to customers friendly, politely; to meet the demands of 
people; to satisfy the requirements of customers; to improve 
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quality of a product; to increase reliability of a product; 
to protect customers’ interests. 

II. Say how managers and service people shouldn’t 
behave and act when they work with partners and serve 
customers. Use the model and word combinations below. 

Model: One mustn’t be dishonest in business. Hejib 3 a 
olitl HeuecTHMM b 6ii3Hece. 

You shouldn’t ignore customers’ suggestions. BaM He 
cjieAyeT npeHebperaTb npe,ajio>KeHUHMH noKynaTejieii. 

To be indifferent to customers’ needs; to demonstrate 
discourtesy; to be dishonest; to ignore customers’ sugges- 
tions, ideas, requests, complaints; to neglect customers’ 
wishes, interests. 

Exercise 17. Imagine you’re a manager in a shop. Write 
a code of salespeople for your department. 

6.2. Managing Customer Service 

Exercise 1. Focus on the topical vocabulary, 
relationship manager [n leij'anjip mamiclp] — MeHeAHcep 
riO CBH35IM C KJIHeHTaMH 

customer demand [, kAStoma di ma:nd] — noKynaTejibCKiii* 
cnpoc 

goods show — BbiCTaBKa TOBapoB 

to suffer losses [ SAfa 'IdsizI — HecTH y6LiTKii 

motto [ inotau] n — ^eBH3 

representative repri'zentativ] n — npe/ncTaBHTejib 
to be in charge of srnth [tfach] — 3aae^OBaTb ueivi-Ji. 
rude receptionists ['ru:d n'sepjamsts] — rpybbie ceKpeTa- 
pn t BeAymne ripneM noceTHTe/ien; rpy6we npne.MmHKH 
pushy salesmen [ pufi seilzman] — nanopncTbic npoflanuBi 
a customer-assurance program [ kAStomo o'/uorons 'prou- 
grsem] — nporpawMa KauecTBettHoro oocjiy^KiiBaHHJ* 
noKynaTeneu 
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to appoint amb t. a ' 

„ h P id Lth over to »b [W...'30-o)- 
tiTO-n. KOMy-Ji- 

:, sU e f'lsju:] n - cnopHbifl Bonpoc 

f (Wt ra'fektl V - B.UMTb, BOSfleHCTBOSaTb 

ane e Fre nch] «, - ycrpa^aTb, noflroTaBxiHBaTb 

“a ln, n - oTnpanKa, norpysKa (ToeapoB) 

shipment [ Jipm 1 } _ 3anacHHe HaC TH 

parts n - spare I C _ VCTaI1 o B Ka, MOH-ra*, coopna 

SESTSL™- ° - ““° Tb ” 

[.n'volvmoptl a ad. - Y™>™. 

Exercise 2. Try to understand the meaning of the de- 

rivatives. . . A 

^nffpr suffering; push, pushy; provide, provide., 

low-grade; need, needed; measure, measurement. 

Exercise 3. Guess what these international words mean. 
To balance the interests in business, a service policy, 

^r° n ut rr.: 

corporate interests, general ntanaeer. tar 
eement effective measures, management problems b 

— to^ta » position. 

to Stop the assembly process, to scrap niatenals mnovahve 
technologies, client-oriented management, visitors, 
dates, business organizations. 

Exercise 4. Read the words with the suffix sub- (non-) 
and say what they mean. 
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Model: subheading — nofl3arojiOBOK 

Subway, submarine, subheading, subsoil; subcommittee 
subdivision, subspecies, subclass, subtype; subhuman, sub- 
normal. substandard: subordinate, sub-editor. 

Exercise 5. Find synonyms in List A and B, C and D. 

Model 1 : to hand — to give 

A. To arrange; to issue, to hand, to deal with, to permit, 
to respond, to request, to install, to try, to complete, to 
call, to invite somebody to a party, to buy, to sell machines, 
to display. 

B. To be related to, to let, to mount, to demonstrate, 
to answer, to ask, to attempt, to finish, to ask somebody 
to a party, to telephone, to give, to organize, to publish, 
to phone, to ring up, to trade in machinery, to purchase. 

Model 2: honest — fair 

C. Rude, angry, courteous, honest, bad, swift, ill-bread, 
attentive, important, mutually beneficial. 

D. Poor, quick, ill-mannered, rough, considerate, 
significant, mutually advantageous, fair, cross, polite. 

Exercise 6. Read the following word combinations and 

give their Russian equivalents. 

To suffer losses: to satisfy people’s needs; the main 
directions; remuneration of salespeople; respond to com- 
plaints; to cast in stone; corporate mottoes; to keep customers 
happy; poor management; a customer-service representative; 
a middle-level manager; a low-level manager; to deal with 
customer complaints; to solve problems; a manufacturing / 
sales facility; rude receptionists; pushy salesmen; to please 
customers; to pamper customers; a customer-assurance 
program; a customer-assurance executive; to be appointed 
to the post; to be responsible to the general manager; to 
hand suggestions over to the vice-president; to affect the 
quality of the product; to make changes; to arrange a 
shipment of parts; to complete an installation, to change 
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technologies, to become comp»y-or,».M, 
involvement of employees. 

Exercise 7. Choose the correct form of the verb in 
brackets. Consult §§ 5. 9; 28-31 (Reference Grammar • 

a , , (didn't inform / wasn't informed) of it. 

„ Mr white (appointed / was appointed) as Customer 
2. Mr. wi ll , Wtess (introduced / was 

liter (offered / offered) . cigarette and a 
n„ o' coffee, (Tiealia.ic deliver, date. £ 

“ d B P t « _ (bdve you 
been studying) management science. t 

taking / will have been taking) management for two years 
“Le been doU, S / had ten doing) It 1 
myfirst year at university .2. Mr 

has been living) in London for a long tim . • , 

^edtcaule V __ (have hem working / 
all day. 4. By neat yea,' he _ (will work / 
working) in the company for twenty years 5. Mr. South 
(liive been looking / had been looking) tor a job lor 
Years before he was employed by a priva* = any 
6. 1 wondered how long the engineers H “° , “ 

would be working) at the project when I returned from 

abroad. 7. They _ (have 




AHmuMCKWi ana bakaaabpob mehea>kmehta fe 


been waiting / had been waiting) for the director for an 

hour when he came at last. 9. The experts (have been 

working / has been working) at the contract for two days. 

10. The student (have been writing / has been writing) 

his term paper for a month. 

Exercise 8. Work in pairs. Speak about actions which 

began in the past and are still in progress. Use the 

model and word combinations below. 

Model. A: How long has your father been working in 
the service industry? 

B: He has been working in the service industry for 
five years / since 2003. 

To study management, to discuss the terms of payment, 
to serve the customer, to produce consumer goods, to 
consider the problem, to work for the company, to develop 
new products, to teach economics, to draft a contract, to 
speak at the meaning, to work in the service industry. 

Exercise 9. Read the text and find out how to manage 

work with customers. 

Managing Customer Service 

In business it is very important to balance the interests 
of a firm with the interests of customers. If a company 
docs not satisfy people’s needs, it will lose its customers 
and suffer great losses. 

American business has been developing for a long time, 
and it has established traditions of good customer service. 
Good companies pay special attention to the quality of 
goods and services they provide. Quality is more important 
to customers than low prices, because high-grade goods 
have a longer life. Usually company leadership determines 
a policy of customer service. But it is not enough. Managers 
of all departments and all employees must do everything 
in their power to provide quality products and services. 
Managing customer service is essential for business 
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profitability. That’s why the best trained professionals 
are in charge of it. 

One of the major responsibilities of a sales manage 
relationship manager is to organize good customer service. 

They carry out a company’s policy. 

The main directions of the customer service policy aie. 

__ production and selling of high-grade goods; 

_ selection of skilled and experienced salespeople who 
like to work for a company and serve customers; 

— organization of personnel training; 

— organization of serving buyers, 

supervision of customer service, 

— remuneration to good salespeople; 

— study of customer demand; 

— responding to buyers’ suggestions and complaints: 

_ organization of goods shows and advertising cam- 

P U According to D.A. Altany, a recognized authority on 
management, proper customer service is a recipe for success 
in business for the best American companies. 

aThe customer knows best, - it’s cast in stone in most 
corporate mottoes. But keeping customers happy is not 

always easy. , - _ __ 

Very often poor quality service is the result of poor 

management. That’s why most companies try to improve 
it. Some of them have a customer-service representative. 
He’s usually a low-to-middle-level manager in charge ol a 
small department. He deals with customer complaints. But 
these measures are not always effective. Some companies 

do even more. , 

The Furniture Svstems Division of Westinghouse 
Electric Corp., in Grand Rapids, Michigan, has solved 
management problems successfully. The company has been 
serving customers for years. At this manufacturing/ sales 
facility there are no rude receptionists, no pushy salesmen, 
no bureaucrats. Customers are pleased and pampered. 
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Some years ago the top management introduced a 
customer-assurance program. Russ Nagel, general manager 
of Westinghouse Furniture, created the position of vice 
president-level customer-assurance executive. Charles Lieb 
was appointed to the post. He is directly responsible only 
to the general manager and to the customers. Employees 
hand their suggestions directly over to Mr. Lieb. If any 
issue affects the quality of the product or a customer’s 
satisfaction, Mr. Lieb has the authority to make changes. 
He gives customers his home phone number. Sometimes 
he leaves weekend parties to arrange a shipment of parts 
needed to complete an installation. He often calls customers 
during and after an installation — just to make sure they 
are happy. 

It was very difficult to change attitudes of employees 
at all levels of the organization. Sometimes the assembly 
process was stopped and substandard materials were 
scrapped to keep product quality high. New technologies 
were introduced. 

These measures have paid off. The company has become 
customer-oriented thanks to good management and 
involvement of all the employees. 

Exercise 10. Find in the text the equivalents of these 

words and word combinations. 

y/jOBjieTBopaTL noTpebHocTii jiioAeii; Hecni 6oJibiime 
ybniTKTi; yflejiHTb ocoooe BtutMaHHe KanecTBy TOBapoa H 
yenyr; ^ejiaTb Bee, uto b hx cmiax; maBHbie o6x3aiiHOCTH 
MeHegx<epa OT^ejia cbbiTa h Meiiegucepa no cbh3hm c kjih- 
eHTa.MH; onymecTBjmioT mxiXTHKy komiuihhh; obyneEiie 
nepcoHajTa; RosHarpaxc^eHue xopoiniiM nponaBuaivr; nuo- 
xoe o6cjiy>KUBaHne KJiiieHTOB; npe^cTABUTejn, KOMnaHHH 
no o6cjiy>KiiBaHmo KJieriTOB; npou3BoncTBeHHo-ToproBoe 
upefliipnaTKe; HenocpeacTBeHHo nogHiinxeTca; nepenaBaTb 
npennox<enna; npocTo ybeaiiTbca, hto ohh cnacTJiHBbi; 
ysne^cHiiocTb Bcex coTpy^nnKOB paooTOH. 
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Exercise 11. Answer the following questions in pairs. 

1. What are the main directions of the customer service 
policy? 

2. Do you agree that poor quality service is the result ot 
poor management? 

3. Who is in charge of customer service in most good 
companies? 

4. What position was created at Westinghouse Furniture. 

5. Who is Mr. Lieb responsible to? 

6. What are Mr. Lieb’s duties? 

7. What difficulties did Mr. Lieb have to overcome? 

Exercise 12. Tell the group about how to make a 
company customer-oriented. What would you do to 
make your customers happy? 

Exercise 13. Look at the phrases which could be mottoes 
for a good company. Which motto would you choose? 
Why? Think of a motto of your own. 

1. Treat the customer like a king. 

2. Honesty is the best policy. 

3. The customer knows best. 

4. The customer is always right. 

Exercise 14. Look through the list of phrases charac- 
teristic of a polite, friendly, and respectful language 
which may be used when customers are served. 

In the Shop 

1. Can I help you? 

2. What can I do for you? 

3. I’m at your disposal. 

4. Would you like...? 

5. Can I give you a piece of advice? 

6. Thank you for shopping. 

7. Thank you for your custom. 
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8. Come again. 

9. You’re always welcome. 

10. Satisfaction Guaranteed. 

At the office 

1. Come in, please. 

2. Come this way, please. 

3. Will you sit down? I 

4. Make yourself comfortable. 

5. We’re (I’m) glad to see you. 

6. How are you? — Fine, thank you. And you? — Very 
well, thank you. 

7. Would you like a cigarette? 

8. Would you like a cup of coffee? 

9. Help yourself to the sandwiches. 

10. May I ask you a question? 

11. Could you tell me...? 

12. I'd like to ask you (to do smth). 

13. Thank you for waiting so patiently. 

14. Here are our latest catalogues. 

15. Here are the samples. 

16. I’d like to invite you to lunch. 

17. 1 hope our cooperation will he mutually beneficial. 

18. I’m looking (I look) forward to seeing you soon. 

Exercise 15. Act out the dialogues. 

1. In the shop 

Salesgirl: Good morning. Can I help you? 

Customer: Yes, I want a dress. 

Salesgirl: What colour? 

Customer: Black. 

Salesgirl: What size? 

Customer: Size 8. 

Salesgirl: Here’s a nice dress. It’s the latest fashion. 
Customer: Yes. But this dress is too short. 

Salesgirl: Here is another one. B 


Customer: This dress is too large. Have you got them 
in a smaller size? 

Salesgirl: Yes. Try this dress on. The colour suits you. 

You’re looking smart. 

Customer: How much is it? 

Salesgirl: £20. 

Customer: I’m buying the dress. Here s the money. 
Salesgirl: Thank you for shopping. 

2. In the office 

Adams: Good morning, Mr. Bobrov. 

Bobrov: Good morning, Mr. Adams. Nice to see you 
again. Sit down, please. How are you? 

Adams: Fine, thank you. And you? 

Bobrov: Very well, thank you. Have a cigarette. 
Adams: No, thank you. I don’t smoke. 

Bobrov: Tea? Coffee? Cola? 

Adams: Cola, please. It’s very hot. 

Secretary: Here you are. 

Adams: Thank you. Let’s get down to business. 1 cl 
like to discuss the prospects for our cooperation. 

Bobrov: Would vou like to buy coal from our company? 
Adams: Yes. We have studied your advertisement 
leaflets and price lists. We are ready to begin preparations 
for our talks. 

Bobrov: Good. Mr.Adams, I invite you to dinner at my 
house. 

Adams: Thank you for your invitation. I’ll be glad to 
meet your family. 

Exercise 16. Have you ever been abroad? What countries 
have you visited? Write about customer service in 
shops, cafes, hotels, offices in these countries. 
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6.3. Customer Service in Russia 


Exercise 1. Focus on the topical vocabulary. 

customer service [*kAStdni9's3:vis] — o6c;iy>KHBaHHe ruvrpe- 
6HTe;ieH 

laundry [ b:ndri] n — npanenHan 
repair shop [rfpea /Dp] — peMOHTHaa MacTepcKaa 
imidequate [in'a?dikwi!j a — He cooTBeTCTByiommi neMy-ji., 
lie oTBenaiomnH TpcboBamiaivi 
low-grade Llau'greid] a — Hii3KOcopTin»m 
unattractive l Ana'trzektiv] a — HenpiiBJieKaTejibiibiH 
staple goods [ steipl gudz] — Maccostie TOBapbi, ocHOBimie 
Tonapw 

scarce [skcas] a — necIwuHTHbiH, He^ocTaiomiiH 
queue [ k j u : ] n — ouepem>; u — ctohtb b onepe/iH 
competition [ kDmpi'tiJan] n — KOHKypeHmiH. copeBHo- 
BaHne 

service business [s3:vis bizms] — iipezuipjiHTue ccpepbi 06- 
cjiymuBamin 

Muscovite ['mAskavait] n — mockbiih 
counter [kaunta] n — npimaBOK, CToiiKa (b 6ape) 
shift jjift] n — CMeHa 
relations [n'leijanz] — OTHoineHHa 
rotation [rau'teijon] n — poTanun (KaapoB) 
guarantee [, yiergnti] n — rapaHTHH; u — rapaHTuposaTb 
joyful atmosphere [dpiful '^tmasfio] — pafloCTHan aT- 
Moc<Jjepa 

attentive concern [a'tcntiv kan's3:n] — BHiiMaTejibHoe ot- 
HOincHiie 

fellow worker [felau 'w3:koJ — cocjryHciiBeu, TOBapiim no 
paooTe 

superior [sju:' pidna] n — HavajibHHK, BbimecTOHmiiii 
rank-and-file workers [ neijk and fail] — pnTOBbie pa- 
6 othhkh 

strenuous [ strenjuas] a — KanpajKeHHbiii, rpy^Hbiii 


Exercise 2. Try to understand the meaning of the 

derivatives. 

Custom, customer; compete, competitor, competition; 
travel, traveller, travelling; attract, attractive, unattrac- 
tive; establish, establishment; prevail, prevailing; continue, 
continuous; qualify, qualification; rotate, rotation; joy, 
joyful; scarce, scarcity; accord, accordance, according; 
flexible, flexibility; fellow, fellowship; diligent, diligence; 
superior, superiority; fry, fried, fries. 

Exercise 3. Guess what these international words mean. 

Students of colleges, standards of intensity, a restaurant 
hall, Muscovites, to start a career, to occupy managerial 
positions, to demonstrate the efficiency of the personnel 
policy, a scheme, the Soviet system, to organize training, 
moral and material stimuli, the qualification of the per- 
sonnel, constant rotation of the personnel, horizontally, 
vertically, a system of social guarantees, personal interests, 
a business firm, concrete, finally, vision, a democratic 
atmosphere, natural. 

Exercise 4. Find synonyms and synonymic word combi- 
nations in lists A and B, C and D. 

Model 1: hard — burdensome 

A. Top, medium, joyful, constant, hard, continuous, 
kind, attentive, easy. 

B. Permanent, middle, unbroken, good, simple, cheer- 
ful, caring, upper, burdensome. 

Model 2: to begin to work — to start a career 

C. To recall, to begin to work, to occupy a position, 
thanks to, to return home, to raise the qualification level. 

D. To be reduced, owing to, come back to one’s 
Motherland, to improve the skills, to recollect, to start a 
career, to hold a post. 


7 * 
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Exercise 5. Read the following word combinations and 
give their Russian equivalents. 

A Russian-Canadian joint venture, secondary technical 
schools, to learn to smile, without a break, to work 
according to Western standards, Muscovites aged 25-30, 
the top level, the medium level, to return home, foreign 
workers, since the Soviet times, a flexible system of 
payment by the hour, to organize people into teams, moral 
and material incentives, continuous training, to raise the 
qualification level of the personnel, in the first place, the 
kind and joyful atmosphere at the work place, the attentive 
concern among fellow workers, the democratic relations 
between the superiors and rank-and-file workers, strenuous 
work, to make work relatively easy. 

Exercise 6. Complete the sentences with the prepositions 
among, at. between, by. from, in, into, of. without where 
necessary. 

1. A friend of mine works ... a restaurant ... Pushkin 
Square. 2. There were many people ... the restaurant hall. 
3. Salespeople must smile ... customers eight hours ... a day 
... a break. 4. Thanks ... the position held ... her ... 
McDonald’s, Ann has met many people. 5. The number of 
Canadians working ... the restaurant has dropped ... 60 ... 
8. 6. Employees are paid ... the hour. 7. People are organized 
... teams. 8. Service people must learn to work according ... 
Western standards ... intensity and quality. 9. She has many 
things to do ... the work place... 10. Once ... home the woman 
felt tired. 11. The manager succeeded ... improving service 
... the help ... continuous training and raising the qualification 
level ... the staff. 12. I was impressed ... attentive concern 
... the employees and good relations ... the superiors and 
rank-and-file workers. 

Exercise 7. Complete the sentences witii the proper forms 
of the verbs. Use the Perfect Tenses. Consult §§ 20, 24 
(Reference Grammar). 
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1 The catalogues just /to return/ to the 

secretary. 2. It just /to begin/ raining. 3. It 

S i narlv /to stop/ snowing. 4. The invitations 

already / to send / toda V- 5 - She ,t0 hold/ the 

nosition as manager for three years. 6. They . — i to be/ 

happy since they got married. 7. The delegation /to 

mee t/ at the airport. 8. The customer already — /to 

serve/. 9. The customer /to chose/ a pair of shoes. 

10. 1 think the manager /to speak/ to the salesgirl. 

She’s so excited. 


Exercise 8. 

I. Read these sentences and express the same in Russian. 
Consult § 48 (Reference Grammar). 

Model: I wish we had good service in our shops, cafes 
and restaurants. H xoTea 6w, hto 6 h b Haxnux Mara3HHax, 
Kache h pecTopaHax Obi.io xopoinee oScJiymHBamie. 

I. I wish people got their wages and salaries on time. 
2. I wish I studied management in the USA. 3. I wish the 
prices were not so high. 4. I wish I knew the customer’s 
telephone number. 5. 1 wish I could help you. 6. He wished 
he took a holiday. 7. I wish I went to the cocktail party. 
8. 1 wish I had a well-paid job. 9. I wish I made a lot of 
money. 10. I wish I were a millionaire. 

II. Say the following in English. Use Subjunctive 1. 
XoTen 6 li h, uto 6 w npo^aBUbi c yBax<eHHeM othochjihcb 

k noKynaTejiHM. 

uto 6 bi b Mara 3 HHax npoAaBaJincb BbiconoKa- 
qec.TBCHHbie TOBapbi. 

HToobi nponaBiibi He oO.MaHbiBajm noKynaTe.icn. 
hto 6 h HcajioObi noKvnaTejieu paccMaTpiiBa- 
JlHCb BOBpeMH. 

HTOCbl 0(l)HLUiaHTbI XOpOUIO oGCJIVECHBaJlH nO- 

ceTHTe Jieii . 

HToobi o<buunaHTbi yjiu6ajuicb noceTiiTeJinM. 
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l IT06l»I Ha^aJIbHHKH xopoiiio OTHOCHJIHCL k 
nOOTHHeHHbIM. 

HTOObI nOA^HHeHHhie nOHHMaJlH HUHa-IbHHKOB. 
hto 6 bi cjiymainiie xopoiiio BbinojiHa.m cboh 
O6H3aiIHO0TH. 

III. Say that von regret something that doesn’t take 
place in the present. 

Exercise 9. 

I. Read these sentences and express the same in Russian. 
Consult § 48 (Reference Grammar). 

Model: I wish I had visited McDonald’s. /Kajit, uto a 
He 6bui b «MaKnoHajTwic*. 

I. The visitor wished he had spoken to the manager. 
2. Do you wish you had studied English properly at the 
institute? 3. The director wished he hadn’t signed the 
contract. 4. The man wished he had not done it. 5. I wish 
I hadn’t gone to the exhibition. 6. I wish the weather 
hadn’t been so bad. 7. He feels sick. He wishes he hadn’t 
eaten and drunk so much. 8. I’m tired. I wish I hadn’t 
worked so much. 9. Mr. Brown wished he had been rewarded 
for his work. 10. I wish I hadn’t borrowed the money from 
her. She wishes she hadn’t lent me the money. 

II. Say the following in English. Use Subjunctive II. 
}Kam>, uto a nomeji b 3tot Mara3WH. 

a Kynujia sto rmaTHe. 
oh 3a6ojien (to fall ill). 

a ocTaHOBHJica b 3Toii rocTHHHue (to stay at 
this hotel). 

OHa He npoHHTana oto oo'bHB.ieHne b ra3eTe. 
a He nojiyuiiji 3Ty paooTy. 

H xcajieio, vto 6m ji rpy6 c noceTHTejieM. 

He noMor BaM Toraa. 

He oTpearnpoBa.1 Ha npea^OKeHiie noicy- 
naTejiH. 

He yBOjmji Bac. 

He noHH3HJi ee b ao^jkhocth. 
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III. Say that you regret something happened or didn’t 
happen i- n P as *" 

Exercise 10. Are you satisfied with customer service in 
Russia? Do you want treating shoppers, customers in 

I cafes, guests in hotels, clients in banks to be excellent? 

Read the text to find out how customer service is 
organized in successful companies. 

Customer Service in Russia 
In the Soviet times, the customer service in most shops, 
laundries, repair shops, cafes, restaurants, and travel 
agencies was inadequate. Factories and plants produced 
low-grade, unattractive goods. Repair shops often didn’t 
have enough spare parts. Staple goods and food products 
were scarce, there were long queues in shops. All that 
caused bad customer service. Of course, there were good 
enterprises and service establishments, but they were not 
prevailing. 

Due to the transition of the country to market economy, 
the situation in the services sector is changing for the 
better. Many private and state-owned factories produce 

(quality goods, and many service businesses provide good 
services. Competition makes producers and service 
personnel improve their work. But the process is still in 
progress. We have a lot of things to do if we want to bring 
the Western culture of customer service to Russia. 

In economics departments of universities and business 
schools students and managers must learn how to organize 

I companies and serve customers properly. It is important 

to advertise the ideas of good customer service in mass 
media. The experience of successful Western companies 
can help Russian businessmen to improve their work. 

At present, there are a lot of foreign firms and joint 
ventures in Russia. One of the most successful companies 
is McDonald’s, a Russian-Canadian joint venture. McDo- 
chain restaurants are found all over the country and 
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are very popular with customers. In Moscow the customer 
service at the restaurants accord with McDonald’s standards 
of quality thanks to staff training. 

A lot of Russian students of colleges and technical 
schools have been trained as service personnel since the 
time the restaurant was opened. The company employs 
Muscovites aged 25-30. The young people have been trained 
to work according to Western standards of intensity and 
quality. They have learnt to smile eight hours a day without 
a break. Muscovites work in the kitchen, at the counter, 
in the restaurant hall. Some of the employees, who started 
their careers there, have been promoted to higher positions. 
They are now managers of the top and medium level at the 
restaurant. They occupy managerial positions formally held 
by Canadians. Most of the Canadian managers have 
returned home. 

The company’s personnel policy is based on the follo- 
wing principles: 

— a flexible system of payment by the hour, 

— people are organized in teams, 

— moral and material incentives, 

— continuous training and raising the qualification 
level of the staff, 

— constant rotation of the personnel horizontally and 
promotion vertically, 

— a system of social guarantees. 

This system has been known to us since the Soviet 
times, but it really works. 

The interests of the customer are in the first place, then 
those of the company, after that, the interests of the team or 
shift and, finally, the worker’s interests. The employees have 
to work hard. They are never late for work. They smile at 
customers. Hamburgers, fries and soft drinks, which are 
traditional McDonald’s foods, are served very quickly. 

Though the work is strenuous, and the service people 
are often tired, they like to work at the restaurant. The 
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sphere at the work place is kind and joyful. They like 
* h attentive concern among the fellow workers and the 
democratic relations between the superiors and rank-and- 
workers. This atmosphere makes hard work relatively 
easy gut the main thing is that the diligent and enthu- 
siastic service people moke their customers happy. 

Exercise 11. Find in the text the equivalents of these 
words and word combinations. 

Biopo n yTemecTBHii; cTano npnmiHOH; OJiaroAapn ne- 
pexofly crpaHu k pMHO'moit aKOHOMHKe; lac-rawe n rocy- 
aapcTBeHHue 4>a6pnKH; npoHSBOgHT Kaqec-raeHHbie tobb- 
pw; npegocr a rjijtot KauecTBeHHbie ycjiyrn; KOHKypeHmis; 
xopouio oScjiyjKHBaTB KJiueHTOB; cpeflcrraa iwaccoBoft hh- 
(jjopMaunn; no'iacoBan onnaTa; SpuraffM; noBMineniic raa- 
jin([)HKaitHH nepcoHajia; TpyflOJUo6nmjH n yBJieqeHHtifi 
paboToii: oScJiyxoiBaiou^HH nepconaji. 

Exercise 12. Answer the following questions in pairs. 

1. What is the situation in the Russian service sector? 

2. Who are employed at McDonald’s? 

3. What skills have the employees learned? 

4. Are customers served according to Western standards/ 

5. What measures have helped to organize good customer 
service at McDonald’s? 

6. Whose interests are in the first place at the restaurant/ 

7. Do customers enjoy eating at McDonald’s? 

8. Do employees like working at the restaurant? 

Exercise 13. Work in pairs. Compare the customer 
service in McDonald’s with the service in cafes and 
restaurants owned by Russian businessmen. 

Exercise 14. 

I. Read these sentences and express the same in Russian. 

Consult § 49 (Reference Grammar). 
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Model: I wish you would speak to the customers politely. 
H dbi xoTeji, HTOObi Bbi bokjiiibo paarosapuBajm c noKyaa* 

TeJIHMH. 

I. I wish someone would help me to serve the 
customers. 2. It is raining heavily. I wish it would stop 
raining. 3. I wish you wouldn’t drop litter in the room. 
4. I wish you would be more attentive. 5. It’s windy today. 
I wish the weather would change. 6. I wish you wouldn’t 
be late. 7. I wish you would pay more attention to your 
appearance. 8. I wish my subordinates would never tell 
me lies. 9. T wish you wouldn’t leave the window open. 
10. 1 wish the employees would work harder. 

II. Say the following in English. 

H Gw xoTeji, ...4To(5bi Bbi ne pa3roBapnBajiw rpyGo c kjih- 
euTaMH. 

...HTOObi Bbi OTBeHOJIH HQ JKOTIOObl noKyna- 
Te-ieii bobpcmh. 

...iTodbi Bbi cjie#HJiH 3a AucnrinjiiiHOH b cbo- 

eM OTne.ie. 

...uTodbi noceTHTenH He HcajiOBajmcb Ha sac 
3a njioxoe oTHomeHHe (to complain about 
your bad attitude). 

...htoGw cjiy^Kamne oneBajmcb aKKypaTHee 
(to dress more neatly). 

...4To6bi nponaBUbi Bceraa yjibiGaJiucb noKy- 
narejiHM. 

...HToGbi noKynaTejiH ObuiH AOBo;ibHbi (to be 
pleased with) o6cjiyxcHB&HiieM b HameM Ma- 
ra3HHe. 

...htoGli b HameM Ka<j>e HHTepecu noceTHTe- 
jieii cToajiH Ha nepBOM MecTe. 

III. Say that you want something to happen or not to 
happen in the present. 

Exercise 15. Read the poem by Caroline Graham. Have 
you ever been in such an unpleasant situation? What 
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can a customer do to save his / her face and not to lose 
money? 

More Bad Luck 

The bread was stale, 

It was four days old. 

The milk was sour. 

The coffee was cold. 

The butter was rancid. 

The steak was tough. 

The service was dreadful. 

The waiter was rough. 

My bill was huge. 

His tip was small. 

I’m sorry I went 
To that place at all. 


Exercise 16. Write how you would like to organize custo- 
mer service in your plant / shop / restaurant. 



Exercise 17. Role-play. 

1. Roles: a manager, an employee. 

A manager of a sales department instructs a new 
employee in serving customers. The employee promises to 
do his/her best. 

2. Roles: a shop-assistant, a customer. 

A shop-assistant in a department store helps a customer 
to choose a suit. The customer tries on some suits and 
buys one. 

3. Roles: a manager, a secretary, a salesgirl. 

A manager of a shoe department in a department store 
receives a letter of complaint from an old lady. The lady is 
dissatisfied with the service at the department. The 
manager summons the salesgirl who served the customer 
to report on the incident. The salesgirl admits that she 
was not right. 
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4. Roles: a manager, a customer. 

A businessman comes to a company specializing in 
mining equipment. He wants to buy cutter-loaders from 
the company, but he hesitates. A sales manager greets the 
customer, offers him a seat and soft drinks. He / she shows 
him the latest catalogues and price-lists and tries to 
convince the customer that their equipment is worth 
buying. 


UNIT 7 

MISTAKES IN MANAGEMENT 



7.1. Mismanagement in Industry 

Exercise 1. Focus on the topical vocabulary, 
mismanagement [, mis' masnidjmant] »— njioxoe, Henpa- 
BHJibHoe ynpaBJiemie 

prevention [pri'venjan] n — npcaynpeMcnenne, npeflo-r- 
BpameHne 

cure [kjua] n — jieneHiie, u — jieuHTb 
delay [di'lei] a — oTcpouna, v — oTKJiaabiRaTb 
to cause mistakes / errors [ko:z 'ersz| - BtiatraaTL oeiho- 
kh, 6litl npHUHHoii ouiii6ok 
to learn from mistakes — y^niTbca Ha omH6Kax 
a glaring mistake [gleorn)] — rpyoan omHfiKa 
to admit mistakes [sd mit] — npii3HaBaTb ouih6kh 
to misjudge L mis d 3 Ad 3 ] v — HenooueHUBaTb, HeBepHO oue- 
HHBaTb 

misjudgement ^mis d3\d3mont) n — HenpaBHJibHoe MHe- 
HHe, cy>KneHHe; HejiooueHKa 
loss [Ids] n — noTepn; vpoH; y6biTOK 
e g° [eyau] n — h (caM); uiynui. — co6cTBeHHan nepcoHa 
to investigate [in' vestiyeit] u — pacc-ienoBaTb, HccjieAOBaTb 
to point out ['point 'aut] v — yKa3UBaTb, o6pamaTb bhh- 
MaHiie 

finished product [ finijt 'prodokt] — roTOBaa nposyKiuifl 
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consumer goods [kan sjirms gudz] — noTpe6HTenbcKHe 
TOBapbl 

to warn [worn] v — ripely npe>«,aaTi, 
components [kom 'pounsnts] — AeTajni, uacni 
manufacturing [^ rnaEmju'fcektJorio] n — ttpoh3bo;i;ctbo, bbi- 
^enKa, ofipaftoTKa; ofipafiaTbiBaKunaa npoMhiiruieHHocTb 
favouritism [ feivaritizm] n — cftaBopinnsM 
emphasis ['emfasis] n — yaapeinie, aKueHT, no/nepKHBaHHe 
to put much emphasis = to lay special emphasis [ lei 
'spefol] — ycmieimo no/nepKiiBaTb; npnaaBaTb oco6oe 
aHaueHue 

to make the scapegoat [skeipgout] — ae/iaTb ko3jiom ot- 
uymeHMH 

outsider [a ut saida] n — nocTopoHHun uejroBeK 
supplier [sa'plaia] n — nocTaBipiiK 

supply [sa'plai] n — CMa6>Keirxic, nocTOBKa; v — CHaoataTb 
to deliver [dr live] v — AOCTaBjiHTb, cHa5»<aTs 
delivery [di'livori] n — aocTaBKa, cHaojKeHHe 
to coddle (up) [ kndl ( Ap)] v — yxaxcHBaTb; hbhuhtlch 
without charge [wi'daut t[ci:d3j — fiecnjiaTHO 
to charge customers ['tfeuefe] — B3M.\xaTi> njiaTy c noKynaTejien 
to get (got) rid of smb [rid] — u3CaBJiHTBca ot Koro-Ji. 
golden mean [ gauldn mi:n] — 30JiOTaa cepeAHiia 
downturn ['daintmi] = recession [ri'sefan] n — (skoho- 
MHKecKnw) cnaA, peiteccua 

drawback [ drorbxk] = shortcoming [' Jo:t Lump] n iie- 

AOCTaTOK 

cutback [’k.Atbcek] n — yMcnLincinic, coKpameime, noHii- 
jxeiine 

fall beliind ['fod bi'haind] = lag behind ['l*g] phr v — ot- 

cTaBaTb 

Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Prevent, preventive, prevention; lose, loss; build, buil- 
ding, builder; investigate, investigator, investigation; 
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favour, favourite, favouritism; surround, surrounding, 
surroundings; supply, supplier; invest, investment, inves- 
tor; technology, technological, technologically; avoid, avoi- 
dable, avoidance; respect, respected: glare, glaring; regard, 
regarding; warn, warning: current, currently; down, 
downturn; exaggerate, exaggeration. 

Exercise 3. Guess what these international words mean. 
Industry managers, critical analysis, to recruit per- 
sonnel, staff recruitment, to ruin a company, results, 
colossal egos, companies’ directors, electronic business, 
components of the finished product, preventive measures, 
to prevent favouritism, to analyze facts, to discuss typical 
problems, capital investment, machines, Japanese and 
Korean firms, the Asian region. 

Exercise 4. Read the verbs and nouns with the prefix 
mis- and say what they mean. 

Model; a) misgovern — n.ioxo ynpaBJiHTb 

b) misgovernment — njioxoe ynpaBJicimc 
Miscalculate, miscount, misdo, misfit, misgovern, 
misjudge, mismanage, misprint, mispronounce, misread, 
misrepresent, mistake, misunderstand, misuse, miswrite. 

Miscalculation, miscount, misdoing, misfit, misgo- 
verning, misjudgement, mismanagement, mispronunciation, 
misrepresentation, mistake, misunderstanding, misuse. 

Exercise 5. Read the following word combinations and 
give their Russian equivalents. 

To make mistakes; to make errors; to learn from 
mistakes, to cause mistakes; a critical issue; to be able, to 
be unwilling; victims of poor market research; to misjudge 
buyers; to misjudge the market; misjudgement of the 
market; executive recruitment; yes men; to hire people; to 
admit mistakes; with regard to such people; building 
components; at a lower price; to point out that...; finished 
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product; to jump into the consumer-goods field; even 
though; to warn people; to do business, to produce poor 
quality products; to investigate the cost; delivery dates; 
to lose ail order; to result in losses; a sales oriented 
company; to lose money; to put much emphasis on 
something; to pay attention to something; to listen to 
outsiders; to ignore experts’ advice; to learn valuable 
lessons; to improve customer service; to sell machines; to 
coddle customers; without charge; to charge customers. 

Exercise 6. Choose the correct variant in brackets. 

Consult § 3 (Reference Grammar). 

1. lie decided to take (— / a) legal advice. 2. She 

provided me with (a very interesting piece of / a very 

interesting) information about her company. 3. Intelligence 

(is / are) (— / an) information that is gathered by 

the government or the army about their country’s enemies 

and their activities. 4. All knowledge (coine / comes) 

to us through our senses. 5. No news (are / is) good 

news. 6. I’ve got (some / a) good news for you. 7. Where 

_ (is / are) the money? (They are / It Is) on the 

table. 8. There was (little / few) furniture in the office. 

9. Listen to (a / some) dance music. 10. My colleague 

is making (a / -) good progress with his English. 1 1 . The 

director gave me (a / -) permission to go. 12. The 

secretary put (some / a few) fruit on the desk. 

Exercise 7. Read these sentencies and express the same 

in Russian. Consult § 33 (Reference Grammar). 

1 . The secretary wasn’t sure if the director would return 
to the office. 2. 1 wonder if you’re ready. 3. He wasn’t sure 
whether he was right. 4. The man asked if the train had 
already left. 5. Tell me, please, whether you’ll be able to 
join us tomorrow. 5. Do you know if the delegation has 
already arrived? 6. I didn’t know if the salesman had been 
fired. 7. The manager asked the woman if she could type. 
8. Tiie policeman asked if I had a driving licence. 9. The 
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Official asked me if I had had any serious disease or physical 
or mental disorder. 10. The manager enquired whether I was 
married. 11- I don’t know if I will be allowed to take a 
holiday this month. 

Exercise 8. Work in pairs. Answer the questions below 
according to the model. 

Model: A: Is Mr. Brown available? 

B: I am afraid I don’t know if he is available. 

1. When will the manager return? 2. Is the director 
busy? 3. Is the boss back yet? 4. Who will take part in the 
negotiation? 5. Is Mr. Jones available? 6. Who chaired 
yesterday’s conference? 7. Has the delegation arrived? 
8. Was the contract signed yesterday? 9. What did the 
manager say at the meeting? 

Exercise 9. Read the text and find out what causes ill 
management. Say if the list of executives’ errors is 
exhaustive. Can you add anything? 

Mismanagement in Industry 

As an English proverb goes, he who makes no mistakes 
makes nothing. But errors in management may cost 
companies a lot of money, and very many people may suffer. 
Sometimes it is too late to correct errors. 

First of all, it is essential to find out if any mistakes 
have been made in running a company. Executives should 
analyse their work and clearly understand positive and 
negative effects of their activity. If it is possible to correct 
a mistake, it must be done without delay. 

But it is safer to avoid mismanagement than to correct 
mistakes. Prevention is better than cure. That’s why experts 
in management classify and explain typical managerial errors 
in different sectors of economy. 

T. M. Rohan, a respected authority on management, 
believes that there are some causes of mismanagement in 
American industrial companies. 
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In industry managers sometimes make mistakes. One 
of the most critical issues for managers is whether they 
arc able or unwilling to learn from their mistakes. It’s 
important to understand what commonly causes errors in 
management and not to repeat them in future. What 
mistakes are avoidable? 

Some managers become victims of poor market research. 
Others misjudge their potential buyers. According to some 
American experts in executive recruitment, a glaring 
mistake many managers make is surrounding themselves 
with yes men. They hire those who take orders — or they 
let them go. And then they ruin their companies. Sometimes 
other mistakes result in losses for companies. 

Egos. Some executives just have colossal egos and can 
never admit their mistakes. With regard to such people, 
their companies’ directors should investigate and make 
changes before it’s too late. 

One company in the electronic business was building 
components for other builders to use and put their names 
on. Management there never thought the Japanese or 
Koreans could build better quality at a lower price, even 
though some people within their own company pointed 
out it was already starting to happen. 

They decided to start making the rest of the components 
of the finished product themselves and thus jump into the 
consumer-goods field — even though their own customers 
warned them they were getting parts from Asia. 

It was very difficult to this sales-oriented company to 
jump into manufacturing. The company lost much money 
because of poor management. 

Favoritism. Another source of management mistakes 
is putting too much emphasis on how certain people fit 
into the culture of a company. No attention is paid even 
to their mistakes. Other people are made the scapegoats 
for any mistake. 

Outsiders' advice . There are also errors made by 
listening (or not listening) to outsiders. Their opinions 
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b uld be analyzed and discussed. Some experts’ advice 

lould be ig nored * 0n thG other hand * there are ,nany 

S outsiders*, from whom management can learn valuable 
lessons. Very often suppliers’ suggestions help to improve 

customer service. . 

Bad business. Sometimes companies can t do business 
well. They produce low quality products. Or they don’t 
investigate the real cost of the product at the market. Or 
they can’t work with customers. 

Here are some examples. 

Some suppliers sold more than they could and didn’t 
make promised delivery dates. They never told the 
customer, because they didn’t want to lose the order. This 
resulted in losses for both companies. 

One company tried to sell $100,000 machines to an 
industry whose major capital investment was $600 
machines. It wasn’t successful, though the product was 
technologically new. This mistake was caused by misjudging 
the market. 

At another company they used to coddle their customers 
too much. Typically, if a customer told them he made a 
small mistake on a design and wanted it changed, they 
would do it without charge. But they found some of these 
changes were costing them $10,000 and three weeks delay 
in delivery. So they started charging customers, as most 
others in their business already did. The results were good. 

In the current period of recession, most companies have 
found themselves in a hopeless or critical situation. Many 
firms have gone bankrupt and had to stop their business 
activities. Others have reduced the rate of production and 
suffered great losses. A great many of people have become 

unemployed. 

Experts single out a number of specific errors in ma- 
nagement during the downturn. On the one hand, the crisis 
has revealed and visualized the drawbacks characteristic 
of any period of economic development: poor assessment 
of market tendencies, mistakes in estimation of demand 
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and supply, errors in production management and quality 
control, shortcomings in work organization, staff mana- 
gement, and customer service. 

On the other hand, the crisis has caused some strategic 
errors in business management. In the present uncertain 
times, many CEOs are not able to adapt to the existing 
conditions and change their strategy. Some of them are 
not ready to save and cut expenditures. For others it is 
difficult to fire workers. Sometimes CEOs are not able to 
assess the situation soberly: they either exaggerate the 
menace to the company or overestimate the difficulties 
and raise a panic. 

There are firms economizing on research and de- 
velopment investments. Most experts claim that it is a great 
strategic error which can cause loss of market share and 
lagging behind competitors. 

During the downturn company leaders must be wise to 
act according to crisis scenarios and take effective steps 
to survive. 


Exercise 10. Find in the text the equivalents of these 
words and word combinations. 

riojiox<HTejifcHoe h OTpimaTejibHoe B03AencTBiie hx fle- 
HTe.iLHOCTii; 6e30TjiaraTejibHo; HcnpaBJisTb oiuhCkh; o5biu- 
ho; o6t»hch«k)t TuniiuHbre oujh6kh b ynpaBJieHUir; He ro- 
TOBu yvnTbCH Ha oiimbKax; ruioxoe HCCJienoBaHne puH- 
Ka; HeaooueHHBaiOT noreHUHajibHbix noKynaTejieii; ryoxT 
cbom KOMnaHim; itphboaht k noTepaM; orpoMHoe cawo- 
MHeHwe; He MoryT nDii3HaTb cboh oluh6kii; ocTajibHbie 
AeTaJiH roTOBoii nponyKium; Heo/KiiaaHHo nepeKJiioMHTb- 
c a iia npoii3BOiiCTBo; npo«aaTb MamHHbi ctokmoctbio 
100 TbicH'i ao;iJiapoB; 3a£cp:KK& nocTaBKii TOBapoB Ha Tpn 
HeAGJin; b HbmeiiiHim nepiioa peueccun; o6aiiKpoTHJincb; 
oueHKa cnpoca h npe,n;jio>KeHHH; ynpaBJieHHe nepcoHa:ioM; 
CTpaTeninecKiie oujhokh b ynpaBJieHHH KOMMepuecKHM 
npeAnpiixTueM. 
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Exercise 11. Answer the following questions in pairs. 

1 What are the most common mistakes in business? 

2. What should executives do to avoid mismanagement? 

3 Why must company directors get rid of managers 
having colossal egos? 

4 . What is favouritism in management? 

5 . What is the proper attitude to outsiders’ advice? 

6. The golden mean is good in treating customers. Do 
you agree? Trove it. 

7. What managerial errors has the current recession 
caused? 

Exercise 12. Read the information about production 
management and the manager’s lines of activity in 
companies. What arc the 5M’s? What responsibilities 
mustn’t be neglected in manufacturing industries? 

Production Management 

Production management involves planning and control 
of industrial processes to ensure that they move smoothly 
at the required level. Techniques of production management 
are employed in service as well as in manufacturing 
industries. It is a responsibility similar in level and scope 
to other specialties such as marketing or human resource 
and financial management. In manufacturing operations, 
production management includes responsibility for product 
and process design, planning and control issues involving 
capacity and quality, and organization and supervision of 
the workforce. 


Production management’s responsibilities are summa- 
rized by the *five M*s*: men, machines, methods, ma- 
terials, and money. «Men* refers to the human element in 
operating systems. Since the vast majority of manufac- 
turing personnel work in the physical production of goods, 
4 people management* is one of the production manager’s 
most important responsibilities. 
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The production manager must also choose the machines 
and methods of the company, first selecting the equipment 
and technology to be used in the manufacture of the product 
or service and then planning and controlling the methods 
and procedures for their use. The flexibility of the 
production process and the ability of workers to adapt to 
equipment and schedules are important issues in this phase 
of production management. 

The production manager’s responsibility for materials 
includes the management of flow processes — both physical 
(raw materials) and information (paperwork). The smoothness 
of resource movement and data flow is determined largely 
by the fundamental choices made in the design of the product 
and in the process to be used. 

The manager’s concern for money is explained by the 
importance of financing and asset utilization to most manu- 
facturing organizations. A manager who allows excessive 
inventories to build up or who achieves level production 
and steady operation by sacrificing good customer service 
and timely delivery runs the risk that overinvestment or 
high current costs will wipe out any temporary competitive 
advantage that might have been obtained. 

Exercise 13. Identify the correct meaning of these words 

from the text. 

1. Manufacturing personnel: 

a) fabrication staff; 

b) working people; 

c) technical people. 

2. Flexibility: 

a) an ability to function without breakage; 

b) an ability to change and adapt easily; 

c) production operations. 

3. Raw materials: 

a) finished products; 

h) natural substances used to make something in in- 
dustrial processes; 
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c) ready-made things. 

4. Utilization: 

a) recycling; 

b) processing; 

c) exploitation. 

Exercise 14. Read the article about management during 
the current recession. What managerial mistake does 
the author single out? What is the main idea of the 
text? 

There is a general rule in business life: market share is 
won or lost during transitions. These periods can be times 
of technological or economic change, or when buying habits 
or other norms shift suddenly with a new generation. For 
example, the movement to digital from film cameras 
abruptly moved market share to Sony from Kodak. When 
American switched to fuel-efficient cars from SUV’s. 
Toyota won customers from Detroit. 

We should expect to see similar changes in market 
share as companies respond differently to the financial 
crisis. The analyst community will be lauding major 
cutbacks in spending and head counts, and moderating 
production capacity to align with demand makes sense. 
But companies that cut back on research and new product 
development do so at their peril. In the high-tech market- 
place, for instance, companies that cut deep into R&D 
will probably fall behind competitors who continue to 
invest. In autos, aerospace, consumer electronics and many 
other industries, the same imperative holds true: you 
cannot save your way out of recession, you can only invest 
your way out. 

The United States has put itself into something of a 
competitive struggle with other countries in part by cutting 
back on investments in basic research in the physical 
sciences over the past two decades. It makes no sense to 
repeat this mistake at the corporate level. 
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CEOs must screw up their courage to buck the conven- 
tional wisdom of Wall Street and invest through the 
downturn (after all, by now we should recognize that Wall 
Street is hardly wise). It’s time for long-term thinking in 
an environment that has too often been dominated by 
quarterly statements. 

Exercise 15. Look through the text again and find 
synonyms for the following words and word combinations. 
Market segment, change, economical automobiles, 
reduction, to lag behind, rivals, to oppose, downturn, barely 
sensible. 

Exercise 16. Explain the meaning of some English 
proverbs dealing with bad work, mistakes and their 
correction. Find the corresponding Russian proverbs. 

1. A bad workman always blames the tools. 

2. Don’t carry coals to Newcastle. 

3. God helps those who help themselves. 

4. It is never too late to learn. 

5. It is never too late to mend. 

6. Jack of all trades and master of none. 

7. Live and learn. 

8. Prevention is better than cure. 

9. Practice makes perfect. 

Exercise 17. Find information about management of a 
company in the period of recession. Analyze typical 
mistakes. 

7.2. Ways to Make Management Effective 

Exercise 1. Focus on the topical vocabulary, 
willing ['wilir)] a — totobuii (oxotho) (caejiaTb hto-ji.) 
to get smb to do smth — 3acTaBJiHTb koix>-ji. aeuaTb hto-ji. 
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to stem (from) [stem! v — nponcxoAHTb, BOSKHKaTi. (b pe- 

TVjn»TaTe) 

, hr \ n£t m a profit [ brio <n a ’profit] - npuHocmn, Aoxon 
£ mee t the demands of f mi:t...d>'ma:ndz| - y^oBJierBO- 

DJTTb Tpe 60 BaHHHM 

market research — nayMemie ptimWHOft KOHWOHKTypta, nsy- 
, ieK ne B o 3 MO>KHOCTeii ptiHKa 

market analysis - amunm puHKa, aHaJiH3 pmhohhoh kohi,- 

KjHKrypu 

stagnation [stsgneifan] n - aacTofl, crarnamia 
article ['a:tikl] » - npejiMeT. Bemb, roBap; craTbfl 
article design [, a tikl di zain] - AHSmBh, BHenmnii bha to- 
Bapa 

alliance [3 damns] n — cok>3, o&beflHHeHHe, cjihhhhc, mrrer- 
panna 

to merge [m3:d3] v - norjiomaTb; cjiuBaTb(c«), coenn- 
HHTb(CH) 

merger [ nnitfea] n — o&beflHHeHiie (KOMnannu. npejinpn- 
hthh) 

mergee [m 3 :'(fci:] n - oAHa ofrbeAinmioiUHXCfi KOMnaHHH 
to acquire [o'kwaio] v — npnobpeTaTb, noJiynaTb; Kymm> 
acquisition l sekwi'zifan] n — npno6peTeHne 
to collaborate [ka'laebareit] v — coTpyAHHHaTb 
collaboration [ka Itfba'reijan] n — coTpyAmraecTBO 
partnership [pcrtnafip] n — aapTHepcTBO 
to take over ['teik auva] phr u — npncoe/u*HHTi» (4>n P My) 
takeover ['teikauvo] n— upHobpeTeHiic KoiiTpojibHoro 
naneTa aKUHM (KaKoft-Ji. komhohuh Apyron KOMnaHH- 
eii); cjiHHHHe KOMnaHHH; nor.iomeHiie oahoh Kowna- 
hhh Apyroii 

to operate at a profit ['opsreit] — paooTaTb c npnobuibio 
mediocre ['mhdidukd] a — nocpeflCTBeHHtifi 
space [speis] n — npocTpaHCTBO, Mecro 
to empower [im'pauo] v — ynojiHOMOUHBaTb; AaBaTb B03- 
MO>KHOCTL, npaBO 

to participate in [pa.'tisipeit] v — yuacTBOBaTb b 
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corporate management-improvement program [ koparit 
rrKenii^mant im'priKvmant 'praugrsem] — KopnopamiBHan 
nporpaMMa noBbiiueHun KBajm^mcanHH MeHen>KepoB 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Willing, willingly, willingness; correct, correction; 
merge, mergence, merger, mergee; partner, partnership; 
collaborate, collaborator, collaboration; acquire, acquisi- 
tion; person, personal, personality; power, powerful, 
empower; participate, participation; perfect, perfection; 
recess, recession; meet, meeting; survive, survival; con- 
stant, constantly; trouble, troubled; deep, deepen; conserve, 
conservation; dismiss, dismissal; ally, alliance; conclude, 
conclusion; know, knowledge, knowledgeable. 

Exercise 3. Guess what these international words mean. 
An American expert in management, industrial pro- 
ducts. to direct business activity, company personnel, 
industrial production, an intuition for business ideas, sec- 
tors of economy, services, constantly, stagnation, business 
firms, perspectives, to organize service, to balance the 
interests of a company and clients, the correct business 
strategy and tactics, bankruptcy, planning, finance, manu- 
facturing, marketing, to form corporate alliances, corporate 
partnerships, the democratic style of leadership, to operate, 
cooperation, to manage subordinates, modern effective 
leaders, creative professionals, to maximize productivity, 
to stimulate productivity, to inform subordinates, a profes- 
sional career, theory and practice. 

Exercise 4. Form adjectives from nouns using the 
negative suffix -less. 

Model: use — useless — noJib3a — 6ecnojie3Htiw 
Help. use. mother, father, hope, care, tact, job, home, 
friend, power. 
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Exercise 5. Find synonyms in List A and B. C and D, E 

and F. 

Model 1: to destroy — to ruin 

A. To meet the demands, to survive, to improve, to 
destroy, to do one’s best, to direct, to look for, to merge, 
to be a representative, to acquire, to bring in a profit, to 
hire, to promote, to operate, to fire, to encourage, to link, 
to collaborate. 

B. To ruin, to manage, to cooperate, to search for, to 
produce a profit, to help, to stimulate, to employ, to dismiss, 
to meet the requirements, to join together, to work, to 
gain, to connect, to make better, to do everything possible, 
to represent, to stay alive. 

Model 2: quality — grade 

C. Quality, a drawback, acquisition, recession, a merger, 
a mistake, personnel, an alliance, trade, collaboration, 
articles, production, a company, a leader, a client, em- 
ployees, goal, environment. 

D. Goods, takeover, staff, partnership, manufacture, a 
union, cooperation, a firm, a customer, workforce, surroun- 
dings, an executive, a shortcoming, commerce, grade, an 
error, downturn, aim. 

Model 3: effective — successful 

E. Effective, main, certain, constant, loyal, poor, 
willing, intelligent, inefficient. 

F. Permanent, true, ready, specific, unskilled, major, 
clever, bad, successful. 

Exercise 6. Read the following word combinations and 

give their Russian equivalents. 

An expert in management, success in business, to 
improve professional skills, to correct mistakes, theoretical 
knowledge, a profitable business, to manage personnel, 
major responsibilities, to meet the requirements, to meet 
the needs, to rely on something, to improve quality and 
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design of articles, to put new products on the market, to 
look for new markets, to stem from something, to remain 
profitable, to give an opportunity, to increase market 
shares, to gain control, middle-size company, to advise 
somebody to do something, to hire people, to fire workers, 
a strong team, a mediocre team, to inform employees, to 
empower people, to participate in a program, to make a 
professional career, inexperienced workers, inefficient 
managers. 

Exercise 7. Put the verbs in brackets into the correct 
tenses. Consult § 32 (Reference Grammar). 

1 . If he (not to do) his work properly, he (to be 

fired). 2. I (to come) and (to see) my friend when 

I (to have) time. 3. If you (to work) hard, you 

(to be promoted). 4. After she (to finished) her report, 

she (to go) home. 5. If I (to go) on business, I 

(to be able) to keep our appointment. 6. By the time the 

delegation (to come), the documents (to be 

examined) thoroughly. 7. Unless something unexpected 
_ (to happen), do not disturb me in my office. 8. If you 

_ (to work) at your English hard, you (to pass) your 

exam. 9. Give my regards to your wife when you (to 

come) home. 10. I (to return) home in time unless 

I (to be detained) at work. 

Exercise 8. Choose the correct form of participles in 
brackets. Consult § 46 (Reference Grammar). 

1. At that time the parties were (discussing/ 

discussed) the terms and conditions of the contract. 2. The 

company was (founding / founded) in the late 1960s. 

3. The shop was (closing / closed) yesterday. 4. I heard 

the director (paying / paid) special attention to market 

research. 5. The manager wants everything (finishing / 

finished) today. 6. The economists studied the factors 

(contributing / contributed) to the growth of large cor- 
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porations. 7. The goods (producing / produced) by the 

company are exported to many countries. 8. (Signing / 

Having signed) the contract, the president left for 
Germany. 

Exercise 9. Read these sentences and express the same 
in Russian. 

1. The documents having been prepared, the secretary 
took them to the director’s office. 2. The morning being 
hot, the air-conditioners were on in the building. 3. Having 
read the letter, the manager summoned the chief engineer 
and the chief bookkeeper. 4. Time permitting, we will go 
to the theatre. 5. The trade fair will be held next month, 
(with) many firms taking part in it. 6. The windows being 
closed, it was stuffy in the room. 7. The negotiations 
having been finished, the partners returned to their 
companies. 8. Having finished the work, we went home. 

9. Circumstances permitting, we will go to the exhibition. 

10. The depression of the twenties and thirties was a 
time of great reduction in the economic activity, (with) 
many people being jobless. 

Exercise 10. Work in pairs. Speak about products which 
are sold at a profit and at a loss. Use the model and 
list of words and word combinations below. 

Model. A: What products are sold at a profit / at a loss? 
B: Quality goods are sold at a profit. Low-grade 
goods are sold at a loss. 

Consumer goods, old-fashioned clothes, trendy clothes, 
Quality goods, low-grade goods, cars, electronics, household 
appliances, cosmetics, furniture, stationary goods, books. 

Food products, fruits, vegetables, potatoes, tomatoes, 
meat. beef, pork, mutton, dairy products, sugar, flour. 


Exercise 11. Read the text and find out how to make 
management successful. 
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Ways to Make Management Effective 

Lad Kuzela, a US expert in management, says that 
building better products starts with building better 
managers. Good management determines a company’s 
success in business. 

Inexperienced and inefficient managers must do their 
best to develop and improve their professional skills. 
Willingness to understand shortcomings and correct 
mistakes, theoretical knowledge and practice can help 
leaders to make management effective. 

A manager’s two major responsibilities are to direct a 
company’s business activity and to manage personnel, that 
is to get people to make business activity successful. 

According to Tberese R. Welter, every manager has 
his own perspective, stemming from education, experience 
and personality. The best executives represent a link 
between business and production. Good managers have an 
intuition for the market and can see the business as a 
whole. They understand which idea may be translated into 
a product and bring in a profit. 

To meet the demands of the market, businesses in all 
sectors of economy — production, trade, services — must be 
managed properly. Market is constantly changing, and a good 
manager should rely on professional market research and 
analysis. Efficient leaders are always in search of business 
development and improvement. Stagnation can destroy any 
company. That’s why successful firms improve quality and 
design of articles, put new products on the market, look for 
new markets, and promote goods world-wide. 

Success in business also depends on excellent customer 
service. Good managers organize work with customers, 
balancing the interests of a company and consumers. 

During the recession CEOs must work out the correct 
business strategy and tactics. Most of them have strategies 
for good times. Today they need a new set of skills which 
will help their companies surv ive and even remain profitable. 
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Fred Crawford, CEO of the US consultant firm 
AlixPartners, says that during the downturn managers 
should ♦focus on worst case scenarios*. Today Alix’s clients 
are both troubled companies on the brink of bankruptcy 
and healthy firms worrying about the deepening recession. 
Alix teams are creating ♦doomsday plans* for their clients, 
to help them cope if the economic free fall continues. 
Companies have to conserve cash, reduce inventory, cut 
costs and dismiss staff. 

Good companies must take measures to get over the 
crisis. Some of them can attract foreign investments, others 
can look for new- markets, invest overseas and make their 
companies international. Successful companies do not stop 
introducing promising technologies and invest in research 
and development. 

In the modern competitive world of business, companies 
have to form corporate alliances, merge and practice 
acquisitions to remain profitable. 

Company alliances include partnerships and joint 
ventures. In corporate partnerships firms conclude 
agreements on collaboration in certain operations and work 
together in one specific area. In joint ventures companies 
collaborate in business activities, investing in separate 
projects and sharing the costs, risks and profits. 

A merger is the joining together of two firms into one. 
It gives the mergees an opportunity to increase market 
shares and cut costs in certain areas, for example, research 
and development, and acquire dominance in the sector. 

An acquisition or takeover is gaining control of a company 
by buying most of the shares. In troubled times, we hear of 
takeovers of small and middle-size firms almost every day. 

In relations with subordinates, modern successful 
managers follow the democratic style of leadership, because 
it promotes productivity and creativity of employees. 

A company operates at a profit, if all people in it 
(management and workforce) are united by corporate goals, 
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with their work aimed at a company’s success. All company 
departments (planning, finance, manufacturing, marketing, 
etc.) must work in cooperation, and managers must 
encourage subordinates to work together. 

All modern leaders understand the importance of having 
an effective team, which consists of loyal, knowledgeable, 
experienced and creative professionals. 

In his article *What Makes a Good Manager?*, Bill 
Gates, the legendary founder of Microsoft, advises to hire 
carefully and to be willing to fire. A manager needs a 
strong team, because a mediocre team gives mediocre 
results, no matter how well managed it is. 

According to Bill Gates, a combination of approaches 
is required to create a productive environment. Sometimes 
a manager maximizes productivity by giving everybody 
his or her own office. Sometimes he achieves it by moving 
his subordinates into open space. Sometimes he uses 
financial incentives to raise productivity. He keeps his 
people informed to empower them and stimulate their work. 

Personal growth is very important for making a 
professional career. First of all, it is important to learn. 
It is never too late to learn. Inexperienced and inefficient 
managers can take a management course or participate in 
a corporate management-improvement program. Self- 
education is also necessary. Managers should read hooks, 
newspapers and magazines on management and their 
speciality. But, of course, theory without practice is 
useless. Practice will make perfect. 

Exercise 12. Find in the text the equivalents of these 

words and word combinations. 

£aJlfeHOBHZ(HHH, 3aBOeBHBaTb BHyTpeHHK# H 

BEGinHirti pliiikii; npommoACTBo Gojiee KaxecTBeiiHbix to- 
BapoB; HeonsiTHBie h Hey.viejibie MeHeuxcepbi; Ae-iaTb see 
BG3MO>KHoe; a ue;ioM; uTOObi ynoBJieTBopHTb enpoc na pwH* 
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K e- bot noueMy; HCKaTb HOBbie pbiHicii c 6 trra; coveTart hh- 
repecbi KOMnaHHH ii norpcdHTejieii; crpaTenia KOMMepvec- 
Koii ^eHTeJibHOCTH; bwxcht b h Aance ocTaTbca npnbbUibHbi- 
Mp{ . BHeAP eHI,e nepcneKTHBHbix TexHOJiornn; coBMecTHoe 
npegnpHHTHe; 3aKJiioHHTb comaineime o coTpyAHnnecTBe; 
T ma Te ;ibHO BbidupaTb juonevi npn npneMe Ha paboTy; olitl 
roTObbiM yBOJiHTb coTpyAHinca; coueTaHne ttoaxoaob: riou- 
xiuueHHbie, (h'.iHaHCOBbie cTH\ty.™; hto 6 h noAHBTb npon3- 
BoauTeJibHOCTL Tpy^a; yvacTBOBaTb r KopnopaTHBHOii npo- 
rpaMMc noBbimeHHH KBajiH^KKaunH MeHeAHcepoa; nepco- 

HaJibHblii pocT. 

Exercise 13. Answer the following questions in pairs. 

1. What can help poor managers to make management 
effective? 

2. What are a manager’s major responsibilities? 

3. How does a manager use his intuition? 

4. What can companies do to improve business activity? 

5. How do managers organize customer service? 

6. What survival strategies can be used during the re- 
cession? 

7. What style of leadership do modern successful mana- 
gers follow? 

8. How can a manager create an effective team? 

9. How can a manager stimulate productivity? 

10. What can managers do for personal growth? 

Exercise 14. Summarize the text. Use the Writing 
Language Section. 

Exercise 15. Is it possible for a big company to prosper 
during a recession? What determines survival of 
businesses? Read the article and find out how the famous 
computer company IBM is being managed in the crisis 
situation. What is the main idea of the text? 
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What’s Good for IBM-. 

—is as good as it gets for America 

The wreckage of the financial crisis is producing many 
warnings that globalization is dead, as trade and investment 
slow. Nothing could be further from the truth. In fact, 
global companies have rarely been in a stronger position, 
and if you want to get a sense of where such businesses 
are heading, look no further than IBM. 

The company was a titan of American industry in the 
20 Ul century, an innovator in computer technology, and an 
icon of efficient sales. Today, it is radically different. No 
longer primarily a hardware maker, the company, still 
officially known as International Business Machines, ought 
to be renamed IBS — International Business Services. Over 
the past decade, and in the past two years in particular, 
IBM has become global services company that helps 
multinational businesses to focus more on international 
markets and to depend less on any one country, including 
the United States. 

Those changes began out of necessity in the 1990s as 
IBM lagged behind New Economy tech upstarts. But only 
in the past few years, under the leadership of CEO Samuel 
Palmisano, has that transformation really taken hold. He 
has articulated a vision of a world that is becoming more 
connected and smarter. The role of IBM is to be a « globally 
integrated enterprise* that, in turn, helps other companies 
become smarter and better able to seize opportunities. What 
that means is that IBM no longer conceives of companies 
as a series of units defined by their geography but as a 
series of units defines by their purpose (sales, research 
and development, production) and located anywhere on 
the planet where those tasks can he done most efficiently. 

IBM’s world view has meant that hardware is an in- 
creasingly small portion of its revenue. It no longer makes 
personal computers, having sold its ThinkPad division to 
China’s Lenovo; higher-end servers now constitute only a 
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quarter of its business. The rest is in software and 
consulting, which are increasingly based outside the US, 
making IBM less sensitive to the US economy even as it 
remains — technically — an American company. IBM 
remains highly profitable. In the first six months of 2009, 
it earned nearly $6 billion in profits, even as the US 
economy contracted sharply. This past quarter, about two 
thirds of its revenue came from outside the US. and that 
percentage is growing. 

Some of the effects are undoubtedly negative for the 
US. Thousands of IBM employees have recently been offered 
a choice between losing their jobs in America or moving 
abroad to stay employed. Companies that once were icons 
of American power — like IBM and General Motors — will 
thrive only if they become more wedded to the world and 
less to the US. GM itself is a perfect example of what 
works and what doesn’t, with a US division that failed 
and a Chinese division that is wildly successful. A world 
with more strong foreign markets means less money spent 
on labor and operations in the US, and more spent 
elsewhere. Companies like Intel and Microsoft are investing 
billions in R&D facilities in China because they believe 
that is where their future is. 

But some consequences are more positive. For instance, 
IBM has been a leader in green business practices for the 
simple reason that if you’re a global business dealing with 
a labyrinth of different environmental regulations, it pays 
to harmonize your supply chain to take those different 
regimes into account. And to the extent that a corporation 
domiciled in the United States profits because of global 
business, some of that will bolster the domestic American 
economy. The fact that IBM is headquartered in Armonk, 
New ^ork, matters much less than it did, but it still 
contributes. The company employs more than 100,000 
People in America, close to 30 percent of its workforce, 
t ough that is down from 35 percent two years ago. 

8 * 
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This is the new world of global business, one in which 
the US becomes simply a market among markets, and not 
even the most interesting one. IBM is one of the multi- 
nationals that propelled America to the apex of its power, 
and it is now emblematic of the process of creative destruc- 
tion pushing America to a new, less dominant, and less 
comfortable position. 

Exercise 16. Say if these statements are true or false. 
Correct the wrong variants. 

1. Globalization is dead. 

2. IBM used to be one of the most prosperous companies 
in the 20 th century. 

3. The company retained its strong position on the high- 
tech market in the 1990s. 

4. IBM has turned into a truly international company 
due to the leadership of its chief executive officer in 
the 21 s * century. 

5. At present the company’s main sector is production of 
personal computers. 

6. IBM is conducting a wise personnel policy. 

7. The company is not concerned with environmental 
protection. 

8. The economic position of the USA in the world is 
becoming weaker due to the process of globalization. 

Exercise 17. Work in pairs. Speak about commercial 
activities of a company. Use the model and list of word 
combinations below. 

Model. A: How can a company increase sales? 

B: Their products must meet the demands of 
customers. They should put new products on the 
market. 
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to do market research, to make a market analysis, to have 
an intuition for the market. 

Exercise 18. Find information about a company which 
remains prosperous during the current recession and 
analyze the reasons for its success. 

Exercise 19. Role-play. 

1. Roles: a company owner, a department manager. 

A company owner talks to a manager about his work. 

The owner is dissatisfied with the way the manager treats 
his / her subordinates. He wants him / her to improve his / 
her communicative skills. The company owner advises the 
manager to take a management course and read books and 
magazines on management. The manager promises to do it. 

2. Roles: a company owner, a sales manager. 

A company owner talks to a sales manager about his/ 
her work. The owner is dissatisfied with the sales reductions 
last month. He wants the department to do market research, 
make a market analysis and advertise products better. He 
says that he will fire the manager if he / she doesn’t change 
his / her sales techniques. The manager promises to do 
his / her best and increase sales figures. 

3. Roles: a company president, a department manager. 
A company owner talks to a manager. He is satisfied 

with his / her work and wants to promote him / her to a 
higher position. The president tells the manager to take 
part in a corporate management-improvement program. 
The manager thanks the president and promises to do it. 


To improve quality and design of articles, promote 
goods, to improve quality and design of articles, to put 
new products on the market, to introduce new technologies. 
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8.1. Recipe for Success in Business 

Exercise 1. Focus on the topical vocabulary, 
recipe [ resipi] n — peuerrr 

high-ranking [ hai raMjkin] a — BbicoKonocTaB/ieHHbifi 
official [a'fifol] n — gojDKHocTHoe jnmo, huhobhhk 
to count [kaunt] u — cHirraTb; iirsieTb 3HaueHiie 
to drop out of college — 6pociiTb kojijica>k 
expertise [ eksp3:'ti:z] n — cnennajibHbie 3HaHna 
to discourage [cl is' k.\rid3] v — lie noompnTb, MeuraTL, npe- 

nflTCTBOBaTb 

to design [di zain] v — npeAHa3HauaTb; npoexTtipoBaTb 
materia! well-being [ma'tmrml , weTbiui]] — MaTepnajibHoe 
bjiaronojiyune 

three-piece suit [ 0ri: 'pi:s # s(j)u i] — TpoiiKa, My^KCKoii ko- 
CTK)M C JKHJieTO.M 

briefcase ['bri:fkei.>] n — nopT(])e;ib 

businesslike [ bizmslaik] a — acjioboh, AenoBiiTbiii, npan- 
TimHbin 

pumps [pAmps] n — Ty(b;m-jioiioHKii 

gadget [ ga?d3it] n paje. — (HOBoe) npncnoco6jieHiie nan 
ycTpoitcTBo; TexHuuecKaa horhhkb 
fitness [ films] n — 3aopoBbe. xopomaa 4)i!3imecKaa cJiopMa 
law-abiding ['b:s baidip] a — 3aKOHonoc.iyniHbiH 
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innovative [Tnsveitiv] a — hobstopckhm, nepeAOBOH 
lounge suit['laund5s(j)u:t] — nswranHAJi napa, noBceaHeB- 

Hbift My^KCKoii: koctiom 

Exercise 2. Try to understand the meaning of the 

derivatives. 

Desire, desirable; win, winner; educate, educated, 
education, self-education; advice, advise, adviser; courage, 
encourage, discourage; fit, fitness; honest, honesty; profit, 
profitable; promote, promoter, promotion; expert, exper- 
tise; learn, learning; program(me), programmer, program- 
ming; influence, influenced; repute, reputed, reputable, 
reputation; popular, popularity; project, projection; pres- 
tige, prestigious. 

Exercise 3. Guess what these international words mean. 

A personal computer, to start a computer company, to 
finish college, a diploma in management, real expertise, 
information technologies, a technical college, a course in 
economics, leadership training, an author, to communicate 
effectively, effective leaders, to form a manager’s image, 
imagemakers, imagemaking, reputation in business, pro- 
fessional reputation, a social status, personal contacts, an 
energetic person, a credit card, a mobile phone, a pager, a 
notebook computer, clubs, cocktail parties, a stylish lady, 
a fitness club, a solid firm, innovative ideas, progressive 
methods. 

Exercise 4. Read the words with the prefix micro — 

[Tnaikrau] and say what they mean. 

Microclimate, microprocessor, microcomputer, micro- 
copy; microfilm, microelectronics, micrometer, micro- 
organism, microphone, microgram, microscope, Microsoft, 
microstructure, microwave. 

Exercise 5. Model the words with the negative prefix 
and say what words they derive from. 
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Model: to discourage (Memarb, npemn*CTBOBaTb) < to 
encourage (rioompaTb) 

Disability, disable; disadvantage, disadvantageous; 
disagree, disagreement; disappear, disappearance; disappro- 
ve, disapprovement; disarm, disarmament; disclose, disclo- 
sure; discomfort; discover, discovery’. 

Exercise 6. Read the following word combinations and 

give their Russian equivalents. 

To depend on abilities, to become rich and famous, to 
attend a good school, to get a job as manager, to send 
messages by e-mail, to send e-mail, to e-mail a message, to 
ask for advice, to drop out of college, to get broad 
education, a bright student, a part-time programmer, to 
work full time, to get specialized knowledge, to find 
information on the Web, to surf the Web, to surf the 
Internet, to surf the Net. to take a course in management, 
to deliver leadership training, to communicate with people, 
to look stylish. 

Exercise 7. Complete the sentences with the proper 

forms of the verbs. Consult § 33 (Reference Grammar). 

1 . The parent said that he wanted his son to get the 

best education he (can give) him. 2. The director was 

aware that all the employees (to be doing) their best. 

3. Some parents ask Bill Gates how they (can steer) 

their child toward success. 4. Many people wonder why 

Bill Gates (to drop) out of college. 5. The man is not 

sure if he (to be able) to find a good job in the future. 

6. Do you know that Bill Gates (to be) at Harvard? 

7. I asked the girl if she (to be) good at accounting. 

8. I doubt whether my son (to take) a deep interest in 

computers. 9. Jane replied that she (not to choose) a 

specialty yet. 10. The employee claimed that the manager 

had made a mistake. 11. I knew that Mr. Brown (to 

have) a reputation of being a tough manager. 12. I un- 
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derstand why some businessmen (to want) to improve 

their image. 


Exercise 8. Open the brackets using the proper verb 
forms to express future actions in object clauses and 
clauses of time and condition. 


1. I’m sure if I (to get) a college diploma I will be 

able to get a well-paid job. 2. I wonder when my son 

(to come) home from work. 3. When you (to finish) 

typing the letter, the manager will sign it. 4. Mr. Brown 

wants to know if you (to finish) your work by 4 o’clock. 

5 . Write to me if you (to have) time. 6. If you (to 

work) hard, your efforts will be rewarded. 7. The secretary 

knows when the delegation (to come). 8. Phone me 

when you (to come) home. 9. The visitor asked if the 

director (to receive) him. 10. We shall stay in a hotel 

when we (to come) to Moscow. 


Exercise 9. Read these sentences and express the same 
in Russian. Consult the model. 

Model: The better people do at university, the better 
job they get after graduation. HeM Jiynnie jnoan y^aTcn b 
yHHBepciiTeTe, TeM jiymnyw) paooTy ohh noJiynaiOT nocae 
ero OKOHnaHiiH. 

1. The more difficult was the task, the more interested 
he was. 2. The higher are the prices, the less people buy. 
3. The warmer is the weather, the more people are on the 
beach. 4. The better is advertising, the more goods are 
sold. 5. The bigger is the city, the heavier is the traffic. 
6. The better people do at university, the better job they 
get after graduating. 7. The harder he worked, the better 
were the results. 8. The more you practice your English, 
the more fluently you speak. 9. The older is the school, 
the higher is the standard of teaching. 10. The more you 
learn by heart, the better you can speak. 
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Exercise 10. Work in pairs. Speak about ciotlies 
different people wear at work. Use the model and lists 
of words below. 

Model. A: What clothes do managers wear at work? 

B: In big companies they wear a lounge suit. 

Workers, doctors, managers, teachers, bankers, bank 
clerks, shop-assistants, businessmen, waiters. 

A uniform, jeans, a shirt, trousers, an overall, a bu- 
siness suit, a three-piece designer suit, a lounge suit, 
a dress, a skirt, a blouse, casual clothes. 

Exercise 11. Read the text about the traditional ap- 
proach to achieving success in the world of business. 
Do you find it justified? 

Recipe for Success in Business 

American people think that success in life and business 
depends on their abilities, desire to win and diligence. 
They are sure that if they work hard, develop their personal 
qualities, professional skills and believe in themselves, they 
will become rich and famous. 

For high-ranking officials it is essential to get good 
education. Americans know that first they must attend 
a good school and do well there. Then they should go to 
a good university. After graduation they can get a good 
job. The better they do at university, the better job they 
have. 

In his article My Advice to Students: Education Counts , 
Bill Gates tells readers about the importance of learning- 
A lot of students, parents, and teachers send him 
messages by e-mail each year asking for advice about 
education. They want to know what to study, or if it is 
right to drop out of college, because Bill Gates did it. 

Gates explains that he finished high school and went 
to Harvard. He had been at Harvard for three years before 
he dropped out to start Microsoft. 
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Bill Gates advises young people to get the best education 

v can. People need broad education. They should finish 
W h school, go to college, and learn how to learn. In college 
* t i m e to think about specialization. Getting real 
1 ertise in an area of interest can lead to success. To 
Graduate school is another way to get specialized knowledge. 
g in Microsoft’s early years they had a bright part-time 
programmer who threatened to drop out of high school to 
work full time. The leadership told him no. 

Some of the company employees didn’t finish college, 
but they discourage dropping out. Having a diploma helps 
people to find a good job. 

Bill Gates also writes about the importance of self- 
education. People can learn in a library, find information 
on the Web. They can learn from other people. 

Men and women can get good management education 
at universities, colleges and business schools. Very often, 
good technical education does not help executives to manage 
employees and work with partners effectively. In this case, 
they should take a good course in management. 

The Dale Carnegie Courses are very popular in the 
United States. They include management seminars, sales 
courses, customer relations courses, employee development 
courses, and others. The founder of the company delivering 
leadership training was the legendary Dale Carnegie (1888— 
1955), the author of such famous hooks as Public Speaking 
and Influencing Men in Business and How to Win Friends 
and Influence People. 

At present, the Dale Carnegie Courses are designed to 
help people to discover, develop and use their abilities in 
management and business. Students learn to communicate 
with clear, concise language, motivate people and manage 
them. Good communicative skills make people effective 
leaders. 

Making a manager's image is also important for his 
personal and professional growth. 
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An executive’s image is people’s opinion about him, 
his reputation in society and business world. His image is 
determined by many things: his social status, contacts, 
material well-being, post, professional reputation, 
education, behavior, manners, clothes, and so on. 

Mass media have created in our minds the images of a 
businessman and a businesswoman. 

A businessman has short, styled hair. He is polite, 
confident, strong and energetic. Wears a three-piece 
designer suit. Works in a modern office. Has a secretary. 
Drives a car. Has a credit card, a mobile phone, a pager, 
a briefcase, and a notebook computer. Goes in for sports. 
Likes clubs and cocktail parties. 

A businesswoman looks stylish, businesslike and 
successful. She wears a business suit and pumps at work. 
Has a credit card, gadgets, and car keys in her bag. Goes 
to a fitness club and corporate parties. 

For a businessman or executive, it is very important 
to have an image of being a reliable, honest, successful, 
respectable, and law-abiding citizen. A manager’s good 
reputation is essential both for him and for an organization 
he represents. Companies also try to project an image of 
being solid, profitable, innovative and progressive. 

Very often, a good image of a businessman is formed by 
imagemakers, or experts in PR. There are a lot of 
imagemaking schools and PR agencies. Imagemakers advise 
people where to go, how to behave, what to wear, how to 
speak, what to say, where, how and what to cat, and many 
other things. PR agencies and company PR departments 
promote business activity of companies and work of their 
leaders in mass media. Iinagemaking services are very 
popular with executives and entrepreneurs. 

Exercise 12. Find in the text the equivalents of these 

words and word combinations. 

PetteriT ycnexa r 6ii3Hece; aaBncirr ot cnoco6HocTeH, 
•/Ke.naHHH noSeAHTb n Tpyno.nooiia: nocsi/iaioT e\iy cood- 
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ana no aJieKTpoHHofi noHTe; npiiBecTK k ycnexy; yrpo- 
me spocnTb cpeflHiOK) uiKOJiy; paboTan, nojiHbiii pa6ouna 
*** . B 3T0M cjiynae; Kypcbi ajih cnemiaJincTOB no npo£a- 
fleH \r Kypcbi /yin cneunajracTOB no oprammauini pa6oTbi c 
CteHTawn; nypcu g.™ cjiyxcamnx, cTpeMHiuuxcH k Kapb- 
epHOMy pocTy: ncxyccTBO BbiCTynaTb nepezt ayaHTopnen; 
JgoegaTb JX pysefi « OKaabiBaTb BJiiiflHne Ha JiiopfiA; xopo- 
uiue KOMMVHUKaTHBHbie oioco6hocth; couwajibHbiii cTaryc; 
npoii 3 BOA«Tb RneuaTJieHiie; peKJiaMHpyioT aenoByro aKTiiB- 

HOCTb KOMIiaHIiH. 

Exercise 13. Answer the following questions in pairs. 

1. What does success depend on, in Americans view.' 

2. Why is it essential to get good education? 

3’ what does Bill Gates advise young people about 
education? 

4. Where can people get good management education. 

5. Why are the Dale Carnegie Courses popular in the USA? 

6. Who can help businessmen and executives to form a 
good image? 

7. Would you like to change your image? 

8. What do you do to develop your abilities and skills? 

Exercise 14. Discuss the following questions in your 
group. You can use the word combinations below or 
give your own ideas. 

1. Why is it important to get broad education? 

To develop abilities; to have an opportunity to choose; 
to have an opportunity to try out one’s ideas; to have a 
broad world outlook; to have a wide range of interests. 

2. What are the advantages of gelling higher education? 
To get a prestigious job; to get a well-paid job; to know 

much; to be considered a well-educated person; to get real 
expertise in an area of interest. 

3. What knowledge and skills do people acquire in 
college? 
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To get specialized knowledge, to learn a wide range of 
subjects; to learn to work with other people, to learn about 
group dynamics; to learn to work cooperatively; to get 
practical training. 

Exercise 15. Read the article below and choose the best 

title: 

a) The White House Imagemaker 

b) The White House Brand Promoter 

c) The Busiest Woman in Washington 

d) The First Lady’s Old Friend 

As social secretary, Desiree Rogers is gatekeeper -and 
imagemaker. But her top job is brand promoter — casting 
the Obamas as occupants of a « People’s House*. 

The White House has been, historically, a very white 
house. Traditionally, all the portraits hanging on the walls 
have been of white men or, occasionally, white women. 
The domestic staff, however — the ushers, cooks, maids, 
gardeners — has often been black. Today, about one third 
of the 95 permanent staffers working in the White House 
are African-American. On Inauguration Day, the White 
House social secretary, Desiree Rogers, watched as a valet, 
an older black man, hung up President Obama’s shirts and 
ties. She tells NEWSWEEK that she imagined him 
thinking, I see someone who looks like me that is going to 
be moving in here. Rogers noticed that other black staffers 
had «a little extra pep in their step* that day. «I see my 
grandfather’s face in their faces*, says Rogers. 

The title of White House social secretary conjures up 
images of ladies pouring tea. But Rogers, a Harvard Business 
School grad who ran an energy utility in Chicago, describes 
her job as * one cornerstone of building the Obama presidency 
brand*. Michelle Obama is an old friend (Rogers’s ex- 
husband played basketball at Princeton with Michelle’s 
brother, Craig Robinson). The first lady tells NEWSWEEK 
that Rogers is doing a « phenomenal job* of creating a 
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•People’s House*. That means opening up the White House 
(which Rogers refers to simply as «the House*) to the sort 
of people who don’t usually get invited to state dinners. 
Last week, Rogers brought in some students from a local 
rooking school to talk to the head chef and first lady as the 
staff prepared the Obamas’ first state dinner. One student 
asked about the presidential china and inquired whether 
Mrs. Obama would be designing her own. «Um, I think so*, 
Mrs. Obama replied, looking over at Rogers before adding, 

♦ I think that’s part of the job*. Rogers and Obama smiled. 

Neither showed any anxiety, though both knew per- 
fectly well they were stepping around a land mine. Ame- 
ricans are ambivalent about their first ladies. They want 
them to be regal, like Jackie Kennedy, but scorn them if 
they act like queens. Both Mary Lincoln and Nancy Reagon 
took flak for their spending on fancy clothes and fur- 
nishings. Mrs. Lincoln complained about the «vampire 
press* and it hasn’t gotten less bloodthirsty. In January. 
Laura Bush was chastised for spending §492,798 (from 
private donations) on new White House china at a tune 
when people are missing their mortgage payments. 

Rogers, who grew lip in New Orleans, is at once sociable 
and cool, not unlike the Obamas. But she is sensitive to 
the symbolic significance of the Obamas in the White 
House. «They understand what it means to feci like you’ve 
been left out*, she says. Rogers, who like Michelle Obama 
has been profiled in Vogue, enjoys a bit of glamour; she 
recently attended Fashion Week in New York. But two 
weeks ago, she was smiling as she watched the first lady — 
and Michelle’s daughters, along with about 180 mostly 
black Washington schoolkids and the children of the 
Executive Mansion housekeeping staff — sway in the East 
Room. It was Black History Month, and they were listening 
to an all African-American singing group crooning mostly 
upbeat songs, but also a ballad about a man who was killed 
by the Ku Klux Klan. 
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Rogers says slie wants co modernize the art collection 
of the presidential mansion: «There is a wonderful collec- 
tion of art, but what’s missing is modern art. And also 
we’d like to see more diversity of the artists themselves — 
more women artists, more African- American artists, more 
Hispanic artists, artists of American- Indian descent, Asian- 
Americans*. Rogers may ruffle feathers if the starts 
moving out the White House permanent art collection. 
«You can’t get any better than an original Courbet or 
Picasso», cautions Letitia Baldrige, who was social 
secretary in the Kennedy White House. Rogers does not 
seem too worried, however. «Are we having fun yet?» 
President Obama asked her recently. «Gettmg thereto she 
answered. 

Exercise 16. Look through the article again and write 
out the key words to describe the White House social 
secretary’s responsibilities. Give a talk in class. 

Exercise 17. Work in pairs. Speak about prestigious 
jobs in Russian society. Use the model and list of words 
below. 

Model. A: What job is (not) prestigious in Russian society? 

B: A manager's job is prestigious and well-paid. 

A teacher’s job is not prestigious and poorly-paid. 

A lawyer, a manager, a fashion model, a photo model, 
an engineer, a teacher, a worker, a builder, a popstar, a film 
star, a banker, a director, a baker, a shop-assistant, a waiter, 
an insurance agent, a travel agent, an accountant, a stylist, 
an economist, an advertising expert, an imagemaker. 

Exercise 18 . Work in pairs. Ask your partner about: 

1) his / her background (what high school he / she 
finished, when and where he / she studied, how well he / 
she did at school, if lie / she finished school with honours, 
what his / her favourite subjects were); 



2) his / her studies (what university / institute he / 
studies at, what year he / she is in, what faculty he / 

S u e studies in, what his / her speciality is, why he / she 
has chosen it, what his / her academic interests are, what 

subjects lie / she is good at); 

3 ) his / her inclinations and leisure (if he / she is 
interested in liberal arts, foreign languages, sport, music; 
if liis / her interests help or interfere with his / her studies); 

4 ) his / her plans for the future (what career he / she 
is dreaming of and why); 

5) his / her attitude to reputation (what image he / she 
would like to project, what he / she wants to do for it, if 
he / she is ready to apply to an imagemaker for assistance 

and why). 

Exercise 19. Write what you think about imagemaking. 

8.2. Attaining Your Ambitions 

Exercise 1. Focus on the topical vocabulary, 
to attain [a'tcin] v — flocrarHyrt, Ao&rTbcn 
to admire [od'maio] v — BOCxHunaTben 
self-reliance L selfri'lamns] — yBepeHHOCTb R cede, cbohx 
CH. nax 

high-achiever [TiauVpvaj n — qeJiOBeK, aocTnriniitf bh- 
cot b kukom-ji. nene; nobentfTejib 
loser f'Iu:za] n — npoiirpaBLnnn, noTepneBimiii uopaaseHiie 
to fail [feil] v — noTepneTb iieyaauy 
failure ['fciip] n — Hey^aua; HeynaHHiin 
mountain climber [ mountin 'klarnio] n — ajitnuHHCT 
to climb mountains [klaim] = to scale mountains [skeil] — 
noiXHMMaTLcn b ropui 

mountain climbing [^mauntin 'klaim 113 ] n — aJibnnHH3M 
Performance [pa'foimons] n — iiHTeHciiBHOCTB Tpyna, pa- 

60 TbI 
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urge n — nooyxc/ieHHe, HMnyjibc, cnjibHoe H\ejiaa«e* 

v — noHy>KAaTt, no6yx<aaTL 
to reach [rirtJ J v — aocTiiub, nooiiTbca (iie;iii. ycnexa) 
recognition l rekagmjan] n — npiisHaHne 
possession [pa'zefan] n — BJiaaeiiHe; o6;iimaHiie 
accomplishment [a'komplijmant] n — BbinojiHemie, 3aBep. 

LneHMe; AocTiixceHiie 
capacity [ka'pifsin] n — cnocoGHocTb 
outlook [ autluk] n — nepcrieKTHBa, rouKa speHiia; Kpyro3op 
a rough path [ r.\f pa:0] — HepoBHaa aopora, nepen. Tpya- 

Hbiii nyTb 

tough times [lAf] — Tpy^Hbie BpeMeHa 
effort [ efot] n — ycraine, Hanpaxieinie 
commitment [ko mitmant] n — o6a3aTejibCTBo; npiiBepjKeH- 
HOCTL, npe^aHHOCTL 

exhaustion [ig'zoistfdn] n — HCTomeHHe 
to endure [in'djuo] v — blihochtb, TepneTb 
to overcome difficulties [ auvs'kAm difikaltiz] — npeoao- 
jiesaTb Tpy^HOCTii 

to give up ['giv Ap] v — OTKa3biBaTbca 
to come true ( kAm tru:J — ocymecTBJiHTbca (o MenTe) 
substitute ['sAbstltjint] n — 3aiueH&; v — aaMeHXTb 
obstacle [ obstakl] n — npenaTCTBiie, noMexa 

Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Dream, dreamer; admire, admirer, admiration; consult, 
consulting, consultant; create, creative, creation, creator; 
achieve, achievable, achievement, achiever; understand, 
misunderstand, understanding, misunderstanding; sculp- 
tor. sculpture, sculptural; paint, painting, painter; please, 
pleasure, pleasant; possess, possession; accomplish, 
accomplishment; fail, failure; lose, loser. 

Exercise 3. Guess what these international words mean. 
Industrial management system, a training and ma- 
nagement consulting firm, a peak, principles, a variety. 
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• s elf-discipHne, a personal investment characte- 

r0g: ‘ situations, constantly, to pioneer a technology, a 

riSUCS ’ piisticallv, compressed, ingredients, material 
ris *’ "£ ns physical, to transform into opportunit.es, to 
m ° to start a' business, goals, momentary, to rum, per- 
S pot^tial, myths, a balance, professionals. 

Exercise 4. Read the words having the prefix self ■ (cawo-) 
and say what they mean. 

Model: self-respect - hvbctbo cobcTBeHnoro aoercmHCTBa 
ina de — o6H3aHHbiii caMOMy ce6e 
M-Tdu»tion. self-respect, self-discipline, self-gover- 
nt self-governing, self-criticism, self -critical, self- 
made self-reliance, self-reliant, self-service, self-study, 
self teacher, a self-teaching textbook, self-analysis self- 
confident, 'self-confidence, self-development, self-rea- 
llzation. 

Exercise 5. Read the following word combinations and 
give their Russian equivalents. 

A high achiever, to achieve goals; a successful busi- 
nessman; a famous mountain climber; a felloW I "°^“ 
climber; to climb mountains, to scale mountains, a vane y 
of careers; to seek something great to do; to cons 
questions; to answer from the deepest regions of one s 
heart; to recpiire sell-discipline; creative wor , ir . . 
secondly, thirdly; to face uncertainty; peers, your c os 
relatives; a compressed spring; a creative urge, tie 
question; to value essential qualities of life, an enormou 
amount; pride of accomplishment; the capacity foi ove » a 
positive outlook; a rough path; tough times, P lysica 
exhaustion; to endure difficulties; to overcome difficulty; 
to take responsibility; to complain about demanding jobs, 
vacation time; to focus attention; low benefits and salaries; 
comfortable living; long-terms goals; to come true; step 
by step; to reach a goal. 
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Exercise 6. Read these sentences and express the same 
in Russian. 

1 . Many people in Russia can't afford cars. 2. Wealthy 
people can visit many foreign countries. 3. What can I do 
for you? 4. Can I help you? — Yes. I’d like a book on 
management. 5. Can/Could you tell me the time? — 
Certainly. It’s 10 o’clock sharp. 6. Can I ask you a 
question? — Certainly. 7. Can he be translating these 
articles himself? 8. You can stay after the lesson. 9. You 
can’t say such things. 10. Can you speak any foreign 
language? — Yes. I can speak English. 11. Can/Could I 
close the window? I’m cold. 12. I hope he'll be able to help 
you. 13. You can’t use this word in the sentence. 14. Mr. 
Smith wasn’t at home when I telephoned him, but I was 
able to contact him at liis office. 

Exercise 7. Complete the sentences with the correct 
forms of either the modal verb can (can’t) or the 
expression to be able to. Consult § 39 (Reference 
Grammar). 

1 . you drive a car? 2. When my father was young, 

he speak English. German and French fluently. 3. 

I have your book? 4. Sorry, I come to your party on 

Friday. I’ll be busy. 5. T speak to Helen, please? 6. You 

speak to people like this. 7. they be meeting in 

secret? I believe it. 8. I have a cup of coffee? 

9. Travelling abroad is too expensive. I afford it. 10. 

It was difficult for her to give her children a good 
education, blit she send them to university. 

Exercise 8. Choose the correct form of the verb in 
brackets. Consult §§14-19 (Reference Grammar). 

1. (Are you willing / Will you be willing) to be a 

high achiever? 2. The report (is being discussed / was 

being discussed) at the conference now. 3. At present many 
mines (are being closed / were being closed) in Russia. 
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(is the delegation arriving / was the delegation 
4- When Tomorrow morning. 5. The company __ (is 

arrlVa T g ne / was advertising) its products on TV now. 
advertising ^ be , wking ) forward to hearing 

6.1 ' - , obn (is going / was going I for a job 

from you soon ■ J — £ shoppin g __ (is making / 

interview tody - customers in this shop. 9. I saw 

^iSllvt he restaurant. He (& being served/ was 
K Si hv the waitress. 10. The woman slipped and 
being serve) y climbing / was climbing) 

tSllgT- snowing) all day yesterday 
S mile I (am answering / was answenag^he 

, Dpn was writing an advertisement. 13. Helen 

telephone, ng j was constantly arguing), that 

SSS “™i/ 55« write to 16- We 

sl jl** / wtn *• >—« r » 

18 J h : r;r: 

promised her husband that she (will be waiting 

be waiting) for him. 

Exercise 9. Make up sentences using the word combi- 
nations listed below in the Continuous Tenses. Think 
of some examples of your own. 

To take a management exam; to read and translate 
business letters into English; to send e-nmi messages, 
receive e-mail messages; to work on a computer , to >a\ 
money; to discuss terms of payment; to discuss erms 
delivery; to speak at the meeting; to take part in negotia ions. 

Exercise 10. Complete the sentences with the proper 
forms of the verbs. Use the Continuous Tenses. 

1- Bob knew that Jane (to go) to the south the 

following summer. 2. The manager (to consider) a 
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customer’s complaint when the director called him. 3. The 
salesgirl discovered that some boxes (to miss). 4. Don’t 

telephone him tomorrow. He (to work). 5. What 

the programmer (to do) when you entered the room? 

G. Where you (to stay) in England next month? 

7. At that time yesterday the terms and conditions of the 

contract (to study) by the experts. 8. While the director 

_ (to receive) visitors, the secretary (to make) a long 

distance call to Manchester. 9. The applicants (to 

interview) in this room now. 10. I (to think) of starting 

a small business. 11. you (to feel) okay? — Yes, I 

(to feel) fine. 12. The company (to lose) a lot of 

money and will probably close down. 

Exercise 11. Work in pairs. Speak about your plans for 
the future. Use the model and list of word combinations 
below. 

Model. A: What are you going to do after graduation from 
the university? 

B: I would like to start a small business. What 
about you? 

To work for a big company, to start a small business, 
to take a post-graduate course, to go to Moscow, to go 
abroad, to work as a manager, to find a good job, to work 
in an office / a plant / a factory / a bank. 

Exercise 12. Do you admire people who have achieved a 
success in their lives? Read the following text and find 
out what should be done to be successful in any field. 

Attaining Your Ambitions 

Most American citizens believe in realization of the 
American dream — to rise from poverty to wealth and 
fame. The American dream is based on the values of 
freedom, equal opportunities for all, self-reliance and hard 
work. Americans admire winners and high achievers 
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v „ have made themselves. They dislike losers or 
people wh • dQ not want tQ work bard a nd realize 

failures - P eo * MC 

theLr r Noe is one of high achievers. He is president 

, f^dustrial Housekeeping Management Systems 
° T f , n oiis), a training and management consulting firm. 
(lndl v" s a successful businessman and a famous mountain 
T who scaled the famous Matterhorn and Mount 
Miaro. He is the author of the book Peak Performance 

- hS”s in a variety of career. 
Sometimes they look like everybody else. But they are the 
people who arc always seeking something great to do, 

eXP Inhis C book, John R. Noe gives questions which can 
help readers to decide if they have the qualities needed to 

become a high-achiever. f ll ur 

1 Do you really want to become a high achiever? A fellow 

mountain climber once told Mr. Noe that the key ,to .all 
self-discipline is desire. Since becoming a high achieve! 
requires so much self-discipline and such a large personal 
investment, it is important to have desire. 

Here are some characteristics of a high achiever. 

Firstly, high achievers usually spend a lot of time alone 
and in silence. It’s important for creative work. 

Secondly, high achievers are constantly finding them- 
selves in new situations. They are ready to move to a new 
city, take a new job, pioneer a new technology. Often, 
high achievers must risk everything and face uncertainty. 

Thirdly, usually high achievers are not understood by 
their peers. Ralph Waldo Emerson wrote: *To be great, is 
to be misunderstood*. If you study the biographies of high 
achievers, you will discover that most of these people were 
misunderstood, often by those closest to them who were 
unable to believe in their great future. If you set your 
course toward becoming a high achiever, don’t expect even 
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your closest relatives and colleagues to understand y ou 
The most you can realistically hope for is that they will 
continue to love you. 

2. Do you have a stronger inner urge to reach out? The 
urge to create, to achieve, to reach for new experiences is 
like a compressed spring inside the high achiever. 

If you have this kind of creative urge, you have one of 
the necessary ingredients for becoming a high achiever. 

3. What matters most to you ? This is the key question 
for the high achiever. What do you value most? Is it money? 
Recognition? Material possessions? How much do you value 
some essential qualities of life? Some of these qualities 
are self-respect, pride of accomplishment, the capacity for 
love, and a positive outlook. 

The path is often rough for the high achiever, and 
during those tough times you need more than material 
motivations to keep you moving. 

4. What arc you willing to invest ? High achievement 
requires a lot of energy, time, effort, and commitment. 

Michelangelo, whose sculpture and paintings have been 
famous for more than four centuries, did not become a 
great painter and sculptor overnight. Although he had 
great talent and genius, his accomplishments came only 
after he had invested himself to the point of physical 
exhaustion in becoming one of the greatest artists who 
ever lived. 

In answering the question — Do you have what it takes 
to become a high achiever? — you must answer the 
question: What are you willing to invest? The answer 
should be that you arc willing to invest whatever it takes. 

5. How much are you willing to endure? To that question 
those who want to be high achievers answer: « Whatever I 
must endure!* They learn to overcome difficulties and 
transform difficulties into opportunities. 

6. What are you willing to give up? Most people want 
only comfortable living. High achievers must be ready t0 
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e up momentary pleasures and reach for their long- 

terI Remernber this: Whatever you give yourself to it always 
•_ vour master. 

b 7 How much responsibility are you willing to take ? 
There are many people who can do a job given to them, 
is a great need for people who will take responsibility. 

High achievers never complain about demanding jobs, 
little vacation time, or low benefits and salaries. They 
fnrus their attention on how they can do a better job for 
their employer, or even how they can start their own 
business and take on all of the responsibilities 

High achievement and responsibility go hand in hand. 

8. Are you willing lo start where you are? You must 
work hard to make your dreams come true. «A journey of a 
thousand miles begins with a single a stop., says the wise 
old Oriental proverb. IIow many of us are spending S hours 
each week developing our personal potential? Remember 
this: you can always get to where you want to go, if you are 
willing to start where you are. Start doing what you can 
do. Step by step you’ll reach your goal. If you can’t be 
perfect, be the best you can. 

9. Are you willing to think for yourself? One of the 
great myths that keep people from becoming liigh achievers 
is the idea that the harder you work, the more you will 
accomplish. It is true that there is no substitute for honest, 
hard work. However, it is equally important to achieve a 
balance between thought and action. 

10. Are you ready to achieve more than you have already 
achieved? Many people who have been liigh achievers are 
now failures because they stopped working to achieve a 
new goal. « Success has ruined many a man», wrote 
Benjamin Franklin. 

^ou can, too! I believe that you have what it takes to 
become a high achiever. I believe that the potential for 
reaching high goals was placed within each of us by the 

Creator. 
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You, too, can climb great mountains. You, too, can 
stand on top of the world. You, too, can feel the joy 0 f 
high achievement, if you’re willing. 

Are you willing? 

Exercise 13. Find in the text the equivalents of these 
words and word combinations. 

JocTHttceHiie ue.ieii; peajni3auHH aMepiucancKofi mctth; 
Bcerzta ctpcxhtc/i cjcjia-rb hto-to Be.uiKoe; Ka'iecTBa, Heo6- 
xoAHMMe ajih Toro, HTooi.1 AooiiTbca ycnexa; TpebyeT 6ojii>- 
mori caMOAiicitirnjuiHLi n tokoii orpoMHoii cawooTAann; bo- 
nepBtix, Bo-BTopbix, B-TpeTbiix; TBopuecKaa paooTa; nepe- 
exaTb b hobliii ropon; B3 htbch 3a hobvfo pabory; BneapnTb 
HOByro TexHo.nonno; cweiio CMOTpen, b .umo Heii3BecTHoc- 
th; KOJUiern; B3htf> Kypc Ha; ochobhoh nonpoc; MaTepnajn>- 
Hbie 6;iara; ropaocTb 3a aocTiiaceHHH; cnocobHocTb jhoohtk; 
no3imiBHoe MHpoB033peHKe; yAo6Haa >Kii.3Hb; 0TKa3aTLCH 
ot craoMHHyTHbix yAOBo.'ibCTBMM; cTpeMHTbca k nepcneic- 
thbhmm >KajioBaTbca Ha TpyAHyro pa(5oTy; kopot- 

KidioTnycK; HC3Hau;iTe/ibHbie npnBii.ieran, 3apn.iaTa; opaTb 
11 a ceon bcio oTBeTCTBemiocTb; uiar 3 a maroM. 

Exercise 14. Answer the following questions in pairs. 

1. What do you know about the American dream? 

2. What do you know about John Noe? 

3. What are the most important characteristics of the 
high achiever, according to John Noe? 

4. What qualities must a high achiever possess? 

5. What obstacles must a high achiever overcome? 

6. Do you find John Noe’s questions helpful to people 
willing to be successful professionals? 

7. What prominent people do you admire? Why? 

Exercise 15. Comment on the following statements. 

1. A journey of a thousand miles begins with a single 
step. (An Oriental proverb) 
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If vou can’t be perfect, be the best you can*. (J.R. Noe) 

2 ^ Success has ruined many a man*. (B. Franklin) 

** gvery man is the architect of his own fortune. (An 

Fnfilish proverb) 

5 A good beginning makes a good ending. (An English 

6 YoiTnever know what you can do till you try- (An 
English proverb) 

Exercise 16 . Work in pairs or in small groups. Speak 
about business you can start in your city / town. Use 
the questions and lists of words and word combinations 

below. 

1. What sort of industry can be developed or restored 
in your town? 

Heavy industry, mining industry, machine-ouilaing, 
civil engineering, manufacture of building materials, food 
industry, light industry, textile industry, footwear 
industry, public service, tourist industry. 

2. What products can be manufactured and traded in? 
Coal; mining machines; brick, stone, crushed stone, sand, 

cement, concrete, reinforced concrete; flour; bread, bakery 
products, alcohol, alcohol-free drinks, sweets, daily 
products, meat, fish, fruits, vegetables; fabrics, footwear, 
knitwear, clothing, synthetic detergents, medicines, tobacco. 

3. What can be done to improve production and distri- 
bution of goods? 

To modernize production, to introduce new technolo 
ffies, to lower prices, to improve quality of products, to 
increase the company’s share of the market, to gain new 
customers, to create new jobs, to raise labour productivity, 
to improve management methods. 

4. What public services are offered in your town? 

Gas supplies, electricity supplies, housing and communal 

services, laundry service, postal service, repair service, 
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transport services, catering, selling airline tickets, 0r 
ganizing excursions, securing accommodations at vacation 
centres and sanatoriums, educational services, medicoi 
service. 

5. What are the ways of improving services? 

To expand a range of services, to improve work with 
customers, to attract new clients, to raise quality 0 f 
services, to provide excellent eating / educational / hotel / 
medical /public health / recreational / storage / transpor. 
tation facilities. 


6. What are the ways of doing business? 

Setting up a partnership, starting a limited company, 
establishing a joint venture, starting a family business 
building a small business. 

Exercise 17. Tell your group what sort of business you 
would like to work in, what you are planning to do to 
be a success. Be ready to answer questions. 

Exercise 18. Answer John Noe’s questions to decide if 
you have the qualities needed to become a liigli-achiever. 
(You needn’t tell everyone about your conclusion if 
you don’t want to.) 

Exercise 19. Write about a famous man / woman, 
analyze the reasons for his / her success. 


8.3. Personal Contacts 


Exercise 1. Focus on the topical vocabulary, 
connections [ka'nekfanz] n — cbh3h 
reasoning f rising] n — oOxHCHeHiie, apryMeHTauun 
to take steps [ teik 'steps] — npuHniviaTb Mepbi, npeAiipH- 
rm.waTL morn 

network ['network] n — cctu 
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, r'konuekt] n - CM3b; pi - esaan, otho mem™, una- 
con ia1 ' 1 -jnu.0 c kotopmm iiMeioTcn (flenoBbie) cbh3h; 

K ° MCT t fkan'Iffikt] u - ycTaHaBJiHBaTb esast (no Te.ie- 
“ TnvV cBS!3aTbcn; aMep. - ycTaHasnuBaTb flenoB ue cbh- 

3a’ B eCTH CB5I3H. 3HOKOMCT B3 B oSutBOTBe 
virtuous l'v3:tjuas] a - fl o6po A e TC iiBHi,m 

rtiol n pa32. — HaMeic, cobct 

O BBSS the chance [>*... 'tfams] - ynycnaTb bosmo^khoctb 

P P r'so sl n — HCT0 T IHHK, OCHOBa, HaKaJlO 

prospective [pras'pekt.v] a - fiysynpift. OOTteMbiii, npe A - 

noJiaraeMbiu 

to accept an invitation Lak'sept] - npHHHTb npH^amcnne 
to send an invitation to a public reception [n sepfan] 
noc.iaTB npurjiameHne Ha oOHUHaJibHbiii npueM 
to receive an invitation to a party [ri'si:v] - noiiy-niTt 
npurnaineHue Ha Beuep 

to decline an invitation to dinner [di’klain] — otkjiohhti. 


npHrJiaiTiRHHe Ha obeA 
panel [’ptenl] n - rpyima cnennanHCTOB ny6iuniHoro 
obcvJKAeHiifl oGmecTueHHO Bamiioro Bonpoca 
panel discussion fdis'k.yfon] - oScy^Aenne ohmecTBeHHO 


sa>KHoro Bonpoca 
panelist ['pa:n(a)list] n — MJieH cneqnaJibHO noioOpaHHoii 
rpynnbi (ajwi y^incTiia b ny6jniuHOH AHCKyccuu) 
to make a suggestion — cAenaTt npeAJlOSKeHHe 
participant [pcr.'tisipont] n — yuacTHHK 
participation [pa: tisi peijon] n — ynacrae 
to gain experience [gem iks'piarions] — npnobpeTaTb oribiT 
counterpart [ kauntapa:!] rc — KOjmera; Jiimo, aaHHMaio- 
mee aHajiomvHyio Ao.iJKHOCTb 
charitable ['tfceritablj a — bnaroTBO pirrejibH bin 
fund raising [ f\nd reiZlil] — cOop AeHe>«Hbix cpeACTB 
to raise money f'reiz # mAni] — co6irpaTb Aciiurn 
to entertain guests Lenla'tem 'gests] — npmuiMaTb, 3 <ihh- 
MaTt, rocTeii 

to take the initiative [i mjiativ] — b3htb HHumiaraBy 
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to appreciate [o'prfcfieit] i> — ijghhtl, oueHHBaTL no d0c 

TOHHCTBy, 6bITb npil3HaTeJIbHbIM 

appreciation [a pri:JVeiJan] n — (RbicoKaa) oneHKa, np^. 
3HaTe.7TLHOCTh 

to set up an appointment [a'paintmani] = to make an 
appointment = to have an appointment floroBopHTkc* 
o BCTpene, ycjiOBMTbCfl BCTpeTHTbcn 
to delay an appointment [d i 'lei] = to postpone an ap- 
pointment I'paustpaun] — oivioxtnTb BCTpeuy 
to keep an appointment npnnrn Ha BCTpeny 
to break an appointment He npnHTH Ha BCTpeny 
to keep in touch with smb [Utf] — no;iflep>KHBaTb CBX3b c 
KCM-JI. 

to congratulate [kan*gra?tjuleit] smb on success v — no- 
3ApaBJi«Tb Koro-Ji. c ycnexoM 
congratulation [kail, grsetjiTleiJhnl n — no3ApaBJienne 
to get through [0ru:J u — CBfl3aTbCH no TejrerboHy 
relationship [n leijonjip] n — CBH3b, OTHomeHne 
to parallel [ preralalj v — cooTBeTCTBOBaTb 
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atlons; an athletic club; a tennis tournament; 
corp0r i ‘ to pioneer a technology, a project; career spe- 
inlt ,- a - tio’ns- to telephone contacts, to phone contacts; 
clfl *** cards, postcards; a hockey match; special cere- 
monies: a f asl,ion sllow; P luloa °P hyi t0 P arallcK 

Exercise 4. Read the following adverbs ending in -ly. 

Say what adjectives they derive from. 

Model: equally - n paBuoii creneuu < equal - paBHMii 

Unfortunately, fortunately, bitterly, warmly, equally, 
quickly, probably, usually, freely, really, successfully, 
annually, thoroughly, properly. 

Exercise 5. Find opposites in List A and B, C and D, E 

and F. 

Model 1: winner — loser 

A. Success, promotion, winner, stranger, member, 
profit, friend. 

B. Acquaintance, loss, enemy, loser, demotion, failure, 
outsider. 


Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Say, saying; expand, expanded, expanding, expansion; 
qualified, qualification; associate, association, associated; 
impress, impressed, impressive, impression; panel, pa- 
nellist; help, helpful, helpless; conduct, conductor, conduc- 
tion; bitter, bitterly; net, network; strange, stranger; luck, 
lucky; congratulate, congratulatory, congratulation; enjoy, 
enjoyable, enjoyment. 

Exercise 3. Guess what these international words mean* 
Cynical; reputation; reasons; personal and business 
contacts; to escort to a position of leadership; recommend, 
anonymous; qualified specialists; a chance; to start a n 
association: a seminar; a forum; discuss problems; ap ro ' 
fessional organization, cultural organizations; business 


Model 2; to win — to lose 

C. To hire, to expand, to win, to give, to promote, to 
accept an invitation, to fill, to support, to be present, 

I to treasure, to detain somebody. 

D. To decline an invitation, to demote, to empty, to 
~jjj contract, to take, to oppose, to be absent, to neglect, to let 
somebody go, to lose, to fire, to break an appointment. 

Model 3; well-known — anonymous 

E. High-level, quick, friendly, well-known, helpful, 
wealthy, difficult. 

F. Anonymous, poor, hostile, easy, low-level, slow, 
useless. 

i Exercise 6. Read the following word combinations and 

give their Russian equivalents. 

L 




The old cynical saying; to speak bitterly; to receiv e 
a promotion; to receive a new job; to take steps; to give an 
opportunity; to give responsibility; to give consideration- 
to give attention; to trust people; prominent strangers* 
anonymous strangers; to expand one’s career; to expand 
oneself; to expand contacts; to pass a chance; to represent a 
company at a trade-association conference; sources of career 
opportunity; prospective employees; to invite guests to a 
party; to send an invitation; a panel discussion; to give a 
suggestion; make a suggestion: a helpful idea, to convey an 
idea; to gain experience; to receive an invitation, to accept 
an invitation, to decline an invitation; a board member; a 
charitable organization; to raise money from wealthy people; 
an address book; prominent contacts; fellow members; to 
get to know people; to take initiative; to write a note of 
appreciation / a letter of appreciation; to set up an ap- 
pointment, to make an appointment; to delay an appoint- 
ment, to postpone an appointment, to keep an appointment, 
to break an appointment, to have an appointment; to take 
part in club events; to participate in golf tournaments; to 


suggest a meeting; graduate students; research projects; to 
get information about business; to send children to college; 
to keep in touch with people; to leave a message, to give a 
message; to mail presents; to congratulate; to send holiday 
cards; to invite people to cocktail parties; to send tickets; 
to enjoy events; to appreciate relationships, to value 
friendship; to value people. 


Exercise 7. Complete the sentences with the proper 
forms of the verbs. Use the Future Tenses. Consult §§ 
8, 9, 12, 16 (Reference Grammar). 

1. The salesman hopes that he (to receive) a 
promotion very soon. 2. She understands that the game 

(to lose). 3. You (to meet) prominent people in the 

club. 4. Qualified employees (to promote). 5. Your 

education (to give) you an opportunity to get a good 


growth 

- Anonymous letters (to take) into consideration. 

i«r' Carlan (to represent) our company at the 

7 ’ . ^. ence . 8. You (to impress) by Dale Carnegie’s 

C °'Y 9 The invitations to the public reception (to 

'tomorrow. 10. Mr. Green (to take) part in the 

S Zc\ discussion. 1 1 . 1 knew that I _ (to meet) at airport 
I, counterpart. 12. He said that he _ (to work) in an 
export company. 13. My friend asked when my son (to 
graduate) from the university. 14. I wondered if Mr. Grey 
(to invite) to the party. 

Exercise 8. Do you make friends easily? What are you 

ready to do to establish contacts in business? Read the 

text and find out how prominent people do it. 

Personal Contacts 

About a century ago, in 1912, Dale Carnegie began to 
conduct his famous courses in public speaking, social 
contacts and human relationsliips. He taught American 
businessmen and professionals from foreign countries how 
to develop their abilities, how to speak effectively, how to 
interest listeners in their ideas, how to win friends in 
business, how to influence and manage people, and many 
other things. Modern psychologists and experts in 
leadership training continue his work. 

John Lucht is a US head-hunter and outstanding 
authority on management. In his article Expand your 
Career by Expanding Yourself, he advises to make useful 
connections in society in order to be more successful in 
business. 

Again and again people have heard the old cynical 
saying: «It’s not what you know, but who you know that 
counts! » 

Unfortunately, these words are spoken bitterly by one 
of the losers of the world. He can’t understand why someone 
having better connections and reputation has just received 
a Promotion or a new job, but he hasn’t. 
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How sad. He doesn’t want to know the reasons why 
winners win. He takes no steps to expand his own valuable 
network of personal contacts. In the business world — and 
society in general — nobody will look for the wisest and 
most virtuous person to escort him to a position of 
leadership. 

Far from it. We all usually give opportunity and 
responsibility to people we already know and like. We also 
pay attention to people warmly recommended by others 
whom we know and trust. 

And we give more attention to strangers who are 
prominent in their fields than to anonymous strangers 
who may be equally or even better qualified than these 
others. 

John Lucht gives some tips on expanding personal 
contacts. 

Associations. Don’t pass the chance to represent your 
company at a trade-association conference. Don’t say that 
you’re 4 too busv». 

Go. You’ll get to know people who work for your 
competitors. If they're high-level and impressed with you, 
they may be sources of career growth. If they’re lower- 
level, but able, they may be prospective employees. 

Seminars. Accept invitations to take part in forums 
and panel discussions. They can be a quick way to become 
known in your industry. Don’t wait to be invited to be a 
panelist. Write or phone the president of the association 
and give your suggestions. 

If your idea is helpful, you will be asked to present it. 

If you become the leader, you’ll make very high-level 
contacts. And even if you’re just a participant, you’ll 
become known. 

Start your own association. It’s done all the time. 
professional organization will give you contacts » n 
supporters. You will gain experience of leadership a** 0 ! 
enjoy the pleasure of people’s company. 


Writings. Perhaps you can be lucky to publish an article 
• a famous journal. If your expertise is too specialized, 
'vrite something for a trade paper in your industry. You 
will probably be called on for commentary by professional 

liters. 

Outside Boards. You can become a director of a small 
company. There are also many young charitable and cultural 
organizations. You can be asked to join the board of one 
of them. 

Fund Raising. As a supporter and maybe someday a 
board member of a charitable or cultural organization, 
you can be asked to raise money from corporations and 
wealthy people. It will fill your address book with prominent 
contacts. 

Clubs. You should be a member of a club (a country 
club, a city lunch club or an athletic club). Entertain an 
outside guest. Participate in annual golf or tennis 
tournaments and get to know your fellow members. 

Take the Initiative. When you read an article about 
someone who’s just pioneered a new technology, write a 
note of appreciation and invite him to lunch. Introduce 
yourself to a conference speaker whose ideas you support, 
and suggest meeting later for a drink. Set up an appoint- 
ment to meet the dean of a nearby business school: perhaps 
some of your business problems will become his graduate 
students’ research projects, with mutual benefit. 

Valuable Contacts. People you know are not just 
* connections* to help you to get hired. They can help you — 
and you can help them. 

Telephone you contacts to get information about 
business. People will tell you who are the best doctors, 
Where to send your son to college, etc. 

Have good contacts and be a good contact. 

The great problem is how to keep in touch with so 
P e ople. Neither you nor your contacts have the time. 
ere *** some suggestions: 


9 * 



AHfTlMliCKMpI fl/lfl BAKA/1ABPOB MEHEfl>KMEHTA 


Phone your contacts to congratulate them on their 
success. Leave your message if you don’t get through. 

— Mail something « first-class * to all your contacts 
annually not to lose them. 

— Send holiday cards. 

— Invite your contacts to cocktail parties and other 
special events. 

— If you’re too busy to attend a hockey game or a 
fashion show, send a pair of tickets to someone who will 
enjoy the event. 

The most successful people value friendship. And they 
warmly appreciate their relationsliips with kind and helpful 
people they know less well. Their philosophy parallels 
President Kennedy’s: ask not what your contacts can do 
for you; ask what you can do for your contacts. 

Exercise 9. Find in the text the equivalents of these 
words and word combinations. 

IlyGjiHHKbie BbicTyruienHa; BsaHMOOTHOLneHiia wexc^y 
-uofltMH; cneuna^HCT, ceflymmi iiohck TajiaHTjiHBbix pa- 
oothitkob; 3aBO,HHTb nojie3HBie cbh3h; ney^aumiKH; He npe#- 
npuHHMaeT uraroB; ^aeT HecKOJitKo cobgtob no nosofly pac- 
unipeHux jihuhbix CBH3eii; He ynycTirre inane; npegcTaBb- 
Te cboh npe^^O/KemiH; ctopohhhkh; SjiaroTBopuTejibHLie 
n KyabTypHbie opraHM3au.nn; cGop cpencTB; boraTHe jikjah; 
ex<eroflHbie TypHHpbi no rojibcpy hjih TenHHcy; BbicTyna- 
ioiunii na Koir^epeHUHH; nccjieuoBarejibCKiie npoeKTbi; oc- 
TaBtTe coooiucinie; uchht Apyxcby. 

Exercise 10. Answer the following questions in pairs. 

1 . Do personal contacts really help people to get good jobs? 

2. Do you enjoy meeting new people? 

3. Do you like to take part in different meetings, 
conferences? 

4. Do you like to speak in public? 

5. Are you a communicative person? 
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6. How can one benefit by money raising for charitable 
purposes? 

7 . Is it important to participate in club activities? Why? 

8. Are you always ready to take the initiative? 

9 . Do you help your contacts? Do your contacts help you? 

Exercise 11 . Comment on the following statements: 

1 . It’s not what you know, but who you know that counts. 
(A saying) 

2. «In the business world — and society in general — 
nobody will look for the wisest and most virtuous 
person to escort him to the position of leadership*. 
(J. Lucht) 

3. «Have good contacts and be a good contact*. (J. Lucht) 

4. «Ask not what your contacts can do for you, ask what 
you can do for your contacts*. (J. F. Kennedy) 

5. Scratch my back and I’ll scratch yours. (A proverb) 

Exercise 12. Write an annotation of the text « Personal 
Contacts*. The questions below and the Writing 
Language Section will help you. 

. What is the title of the text? 

. Whose ideas is the text based on? 

- What is the text about? 

. What issues are touched upon? 

• Who is the material intended for? 

Exercise 13. Look through the phrases which will help 
you to invite people to attend an event or to take part 
in something. 

Invitations 

Would you care to attend our meeting? (formal) 
Would you like to come to my place for lunch? 

Let's go to the exhibition. 

Lu you feel like having a drink? (informal) 

bat/how about going to the theatre? (informal) 
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Accepting an Invitation 

1. (Yes,) very much. Thank you for your kind invitation. 

2. (Yes,) I’d like to (very much), thank you. 

3. (Yes,) I’d love to. 

4. It’s very kind to invite me. 

5. That’s a good idea. 

6. T don’t mind. 

7. All right. 

8. O.K. 

Declining an Invitation and Reasoning 

1. I’m afraid I’m unable to accept your invitation. I’ve 
got a previous / prior engagement, (formal) 

2. I’m sorry I can’t. I’m very busy at the moment. 

3. I’d like to, but I’ve promised to finish the work. 

4. Thank you, but (I’m afraid) ... 

5. No, thanks. I’m not feeling too well. (informal) 

Exercise 14. Act out the dialogues. 

1. An Invitation to a Cocktail Party 
A: Are you doing anything special tomorrow night? 
B: No, nothing special. Why? 

A: I’m having a cocktail party. Would you like to come? 
B: Thank you. That would be lovely. What time? 

A: Half past eight. 

B: Pine. See you then. 

2. An Invitation to Dinner 

A: Would you like to come to dinner at my house? 

B: Sorry, I can’t. I’ve already promised to go and see 
ray business friend. It’s very kind to invite me. 

3. An Invitation to Lunch 
A: Have you got any plans for today? 

B: No, nothing in particular. 

A: I wonder whether you’d like to have lunch with me? 
B: That would he very nice. Thank you. 
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A: I’ll meet you in the restaurant then at a quarter 
to one. 

B: I’ll be there. 

4. An Invitation to an Art Exhibition 
A: Are you free on Sunday? 

B: Yes. Why? 

A: How about going to the exhibition? I know you’re 
interested in painting. 

B: Thank you, but I’m afraid I’ve already visited the 
exhibition. 

Exercise 15. Look through the phrases that can be used 
when you greet and congratulate people on different 
occasions. 

Congratulations and Wishes 

1. (A) Happy / Merry Christmas (to you)! 

(A) Happy New Year! 

(A) Happy Easter! 

(Very) best wishes for/on Victory Day. 

Thank you, the same to you! 

2. (A) Happy birthday! 

Many happy returns (of the day)! 

Congratulations on your coming-of-age. 

I wish you health, wealth, and happiness. 

I’d like you to have this. 

This gift is for you. 

3. Let me offer you my congratulations on your success. 
Congratulations to all the winners. 

(My) Congratulations! 

Congratulations on your promotion. (formal) 
Congratulations on your marriage, (formal) 

I wish you every happiness, (formal — at the wedding 
party) 
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Thank yon very much. 

I congratulate you, your report’s very interesting. 

Toasts 

Cheers! 

1 drink (to) your health. 

Here’s to you. 

Here’s to our cooperation! 

Exercise 16. Act out the dialogues. 

1. On Christmas Eve 
A: Merry Christmas! 

B: Thank you. Happy Christmas to you, too. 

2. A Promotion 

A: Let me offer you my congratulations on your 
promotion. 

B: Thank you very much. Would you like to come to 
my place for dinner tomorrow evening at seven? 

B: Yes. It’s very kind to invite me. 

3. At Table 

A: Here's to you. I wish you success and good health. 
B: Thank you very much. 

4. Over the telephone 
A: Could I speak to Mr. Bent, please? 

B: Speaking. 

A: Alderman’s calling. How are you, Mr. Bent? 

B: Fine, thank you. And you? J 

A: Very well, thank you. Mr. Bent, I read your artLCie 
in the trade paper yesterday. I found it very interesting. 
My congratulations. 

B: Thank you very much. 

A: Give my regards to your family. Hope to see y 
°° B: Thank you. Best regards to your wife. Good-bye- 


5. At the Conference 

A.: Mr. Brown, let ine introduce myself. I’m Peter Alby 
from the Coal Association. I was greatly impressed with 
your report at the conference. It was a success. Congra- 
tulations! 

B: Thank vou very much. Are you interested in the 
problem? 

A: Yes, I am. I’d like to discuss some issues with you. 
I wonder if you could have lunch with me some time. 

B: Yes, I’d Like to. 

A: How about tomorrow? 

B: I’m afraid I can’t make it tomorrow. I’ve got a 
previous engagement. 

A: What about Monday then? 

B: Yes, Monday would be fine. 

A: I’ll call for you at your hotel. 

B: Thank you. What time? 

A: Is 12.30 convenient for you? 

B: Yes, that will do very well. 

A: I’ll see you on Monday then. Thank you. 

B: Thank you. Good-bye. 

Exercise 17. 

1. Write a Christmas / New Year / Easter card to your 
business friend. 

2. Your partner’s product has been a commercial success. 
Write a letter of congratulation to him. 

3. Mr. Green’s speech at the meeting produced a great 
impression on you. You liked his idea of further 
development of the coal region and creating new jobs. 
Write a letter of appreciation to him. 

Exercise 18. Role-play. 

1- Roles: Businessmen. 

A- A businessman invites his partner to a reception / 
Party / presentation / conference/meeting. His partner 
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accepts the invitation, and asks questions about the place 
and time. He / she promises to come. 

B. A businessman invites his partner to the theatre / 
an exhibition / a concert / a restaurant. His partner declines 
the invitation and gives his / her reasons. 

C. A businessman invites his friend to his place for a 
drink. His friend declines the invitation, because he’s got 
a prior engagement. The businessman suggests another 
date. His business friend accepts the invitation. 

2 . Roles: a birthday person, a guest. 

A man/woman comes to a birthday party. He/she 
congratulates his/her friend and gives him a present. The 
birthday person thanks the guest. 

3. Roles: participants in the conference. 

Mr. White’s report is a great success at the conference. 
His ideas are creative, his approach is new. Mr. Smith 
introduces himself to Mr. White. He congratulates him on 
his success and invites him to dinner at a restaurant. 
Mr. White accepts the invitation. 

4. Roles: businessmen. 

A businessman has just been promoted. His friend rings 
him up to congratulate him. The businessman invites him 
to a cocktail party at his place. His friend promises to 
come. 


UNIT 9 

PEOPLE IN MANAGEMENT 


9.1. Business Promotes Peace and Progress 

Exercise 1. Focus on the topical vocabulary, 
to create new jobs [kri: eit] — cos^aBaTL HOBbie paoovne 
MecTa 

entertainment f enta'teinmant] n — pa3BJieneHne 
the sick [sik] n — CoJibHbie 

the disabled [dis’eibld] n — HeTpyAocnoco6Hbie, HHBamiAM 

noble ['noubl] a — 6jiaropo/uinin 

Swedish [*swi:dij] a — uiBeflCKHH 

dynamite [ dainamait] n — AimaMHT 

explosive [iks'plausiv] n — R3pMRwaToe RemecTRO 

laureate [To:rnt] n — jiaypeaT 

merchant ['m3:Tfanr] n — Kyneu. 

magnificent fnuey 'nifisant] a — BejiHKOJienHbiH, eejiH- 

UCCTBeHHblil 

treasure-house ['trejahaus] n — coKpoBMiumma 
sugar manufacturer ['Juga < meenju'ficktjara] — npoH3Bo- 
flHTejib caxapa 

Philanthropist [fi'lamOrapist] n — (pnjiaiiTpon 
Philanthropy [fr'la?nGrapi] n — <J>ujiaHTponiia, bnaroTBopii 
TeJlbHOCTb 

hnancier ffai'ncensia] n — (JjHHaHCHCT 
Magnate ['m<egn(e)it] n — MarHaT 
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to donate [daifneit] v — aapHTs, x<epTBOBaTi> 
donation [dau'neijanj n — /jap, noxcepTRoaaHHe 
foundation [ faun'deijanj n — 0CH0Banne; yupe>KfleHHe; 
(^oha 

skyscraper ['skaiskreipa] n — HeOocKped 
the United Nations [jin' n ait id 'neifanz] — OpraHH3aijHH 
OS'be/iiiHenHbix Hanna 
humanity [hju:'maeniti] n — HenoBexecTBO 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Peace, peaceful; progress, progressive; contribute, 
contribution, contributor; social, socially, society; charity, 
charitable; tradition, traditional, traditionally; donate, 
donation; able, disable; active, activity; chemist, chemistry, 
chemical; entertain, entertainment; wealth, wealthy; collect, 
collector, collection; noble, nobility; locate, located, location; 
library, librarian; explode, explosive, explosion; magnificent, 
magnificence; industry, industrial, industrialist. 

Exercise 3. Guess what these international words mean. 
Social progress; social services; nations; modern ci- 
vilization; industrial production; to visit a museum; a Swe- 
dish engineer and chemist; to produce dynamite; the Nobel 
prizes; the Swedish Academy; Nobel laureates; Russian 
literature; the dynasty of financial magnates; financiers; 
a philanthropist; philanthropy; to start the University 
of Chicago; a medical centre; concert halls; to contain a 
collection of sculptures; to collect Russian icons; a national 
gallery; global political, economic, cultural and ecological 
problems. 

Exercise 4. Read the compound words made up by 
combining two stems and say what they mean. 

A skyscraper, headquarters, a businessman, a chair- 
person, a newcomer, a teenager, a babysitter, a fourth- 
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year student, a sixth-former, a blackboard, a shopwindow, 

a treasure-house. 

Exercise 5. Read the following word combinations and 
give their Russian equivalents. 

To promote peace and progress; to buy and sell goods; 
to start a factory: to create new jobs; to give an opportunity; 
to be socially responsible; to participate in charitable 
activities; to help the poor, the sick and the disabled; to 
donate money to organizations; to invent a device; to receive 
a prize; to retire from work; to be located; to be situated; 
magnificent pictures; to be a merchant; a sugar manufac- 
turer; a collection of paintings; a famous artist; a powerful 
leader; to solve important problems; the headquarters of 
the United Nations. 

Exercise 6 . Read the sentences with substantivized 
adjectives and express the same in Russian. 

1. Wealthy people must help the poor, the sick and the 
disabled. 2. Job centres help the unemployed to find work. 
3. National insurance benefits are available to the unem- 
ployed, the sick and the retired. 4. The English are polite 
and reserved. 5. The word «news* is an uncountable noun 
and used in the singular. 6. Countable nouns are used 
both in the singular and in the plural. 

Exercise 7. Work in pairs. Speak about businessmen’s 
donations. Use the model and list of words below. 

Model A: What organizations do businessmen make 

donations to? 

B: Businessmen make donations to hospitals. 
Charities, hospitals, schools, colleges, universities, 
Museums, old people’s homes, hospices. 

Exercise 8. How, in your view, should rich people spend 
their money? Read the text about socially responsible 
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businessmen. How do you feel about their approach to 

using wealth? 

Business Promotes Peace and Progress 

Business contributes to the development of nations and 
civilization, because it relates to production, buying and 
selling goods and services which are in demand in society. 
Starting factories creates new jobs and gives people an 
opportunity to support their families. Entertainment 
business helps people to enjoy themselves. At present, most 
company officials recognize the need for firms to 
participate in the affairs of the communities in which they 
are located and in the social life of the country. But, 
unfortunately, many companies still need to be more 
socially responsible. 

Socially responsible business not only promotes 
economic growth of a country, it also encourages peace, 
development of science and culture in a society, participates 
in charitable activities. Traditionally, rich people have 
always donated money to schools, hospitals, libraries, 
museums and charities. They have helped the poor, the 
sick, the disabled in their country and in the Third World. 

Different nations can supply classic examples of such 
noble activities. 

Alfred Nobel was a famous Swedish engineer and 
chemist who lived from 1833 to 1896. He invented 
dynamite. Nobel had factories producing explosives and 
became very wealthy. 

When the scientist died, his money was used to establish 
the Nobel prizes. In his will lie left it to the Swedish 
Academy of Sciences. He wanted his money to be given to 
remarkable people for achievements in physics, chemistry* 
economics, literature and peace. People from different 
countries can become Nobel laureates. The Nobel prizes 
are awarded in Sweden. It is a great honour to receive a 
prize, and the winners get a lot of money. 
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Pavel Tretyakov (1832-1898) and his brother Sergei 
were rich Russian merchants. They had some factories. 
The brothers were fond of painting. Pavel bought old 
Russian icons and pictures by Levitan, Serov, Repin, 
Surikov, Nesterov and other famous artists. He wanted 
all people to see the magnificent works of art he had 
collected. In 1890 he founded a national picture gallery. 
At present the Tretyakov Gallery is a treasure-house of 
Russian art, it is visited by many people. 

William Armstrong was a famous British engineer, 
investor and industrialist who lived in the 19 th century. 
He designed a hydraulic engine and many new machines. 
His company built cranes, guns, warships for Britain and 
Japan. Armstrong was also a philanthropist and donated 
a lot of money to charity. He gave money to build a natural 
history museum and a hospital in Newcastle. 

Henry Tate was a wealthy English sugar manufacturer 
and art collector. In 1897 he founded an art gallery, which 
was named after him. The Tate Gallery is situated in south 
central London. It mostly includes pictures and sculptures 
of the 19 lh and 20 th centuries. The Tate Gallery contains a 
large collection of paintings by J.M. Turner. 

John Davison Rockefeller (1839-1937) was the head of 
the US dynasty of oil magnates and financiers. In 1870, ho 
started the Standard Oil Company. When he retired, he was 
the richest man in the world. John I). Rockefeller was a 
pbilantliropist. In 1892, he donated part of his money to 
start the University of Chicago. In 1901, he founded the 
Rockefeller Institute for Medical Research (now it is called 
Rockefeller University), and the Rockefeller Foundation in 
* 913 - His son, John D. Rockefeller H (1874-1960) built the 
ockefeller Centre, which comprises offices, 3hops, concert 
alls * other places of entertainment. The Rockefeller 
ntre is located in New York City, between 48th and 51st 
* treets. Nowit includes 19 skyscrapers. John D. Rockefeller 
gave the United Nations the land for its headquarters. 
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The richer and more powerful is a businessman, the 
more lie can do for his country and people. Wealthy people 
can also solve global political, economic, cultural and 
ecological problems. 


Exercise 9. Find in the text the equivalents of these 
words and word combinations. 

Cnoco6cTByeT Miipy h nporpeccy; co3<naeT KOBbie pa6o- 
une MecTa; coAepxcaTb ccmlk; H3o6peji AHHaMHT; b ceoew 
3aBem,aHHH; AOCTHncexma a oonacTH chH3HKH, xhmhh, oko- 
iiomhkh II B 6opi>6e 3a MKp; npoimBeneHH* ucKyccrBa; co- 
KpoBHiniinma pyccnoro ucKyccTBa; My3eii ecTecTB03naHHH; 
SbiJia na3BaHa ero HMeneM; oTomeji ot aeji; urraG-KBapTH- 
pa; pemaTb rjio6a.iBHLie nojiHTiinecKHe, sKOHOMH'iecKHe ii 
aKOJionmecKne npo6jievir>T. 

Exercise 10. Answer the following questions in pairs. 

1. What can business do for the development of countries? 

2. What is charitable activity? 

3. Who was Alfred Nobel? What did he do for the hu- 
manity? 

4. Who was Pavel Tretyakov? What was his gift to his 
country and peopLe? 

5. How did William Armstrong help people in Newcastle? 

6. What is Henry Tate known for? 

7. What did the Rockefellers do for their nation? 

Exercise 11. Read the article to get some more 
information about J.D. Rockefeller II. What made the 
millionaire take up philanthropy? 

John Davidson Rockefeller, Jr. 

John Davison Rockefeller, Jr. (1874-1960) was an 
American philanthropist, the only son of John D. Rocke- 
feller, Sr., and heir to the Rockefeller fortune, who bud 
Rockefeller Center in New York City and was instruments 
in the decision to locate the United Nations in that city. 
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After graduation from Brown University in 1897, he 
• • c d his father in business but never assumed complete 
Management of Standard Oil, eventually choosing to focus 
his efforts on philanthropy. What business interests he 
ursued were associated with his father’s long-standing 
opposition to strikes by organized labour; lie was one of 
those blamed for the so-called Ludlow Massacre (April 20, 
1914). in which sit-in strikers at the Rockefeller-controlled 
Colorado Fuel and Iron Company were fired on by militiamen, 
resulting in 17 deaths. The tragedy was saLd to have 
solidified Rockefeller’s devotion to humanitarian causes. 

In association with his father, he created major phi- 
lanthropic institutions, including the Rockefeller Institute 
for Medical Research (renamed Rockefeller University) in 
New York City (1901 ), the General Education Board (1902), 
and the Rockefeller Foundation (1913). In funding 
construction of Rockefeller Center in Manhattan— one of 
few large, privately funded development projects occurring 
in the Great Depression— Rockefeller created 75,000 jobs 
at a time of widespread unemployment in the 1930s. During 
World War II he helped establish the United Service 
Organizations (USO), an agency for the aid of members of 
the U.S. military and their dependents. 

After the war, he donated land for the United Nations 
headquarters, a gift that figured prominently in the 
decision to locate the world organization in the United 
States. In 1958 he donated $5 million for the Lincoln Center 
tor the Performing Arts in New York City. His other 
Philanthropic works included restoration of colonial 
Williamsburg, Virginia, construction of low-rent housing 
m Poor sections of New York City; and donations to the 
c ity’s Riverside Church and the Museum of Modern Art. 

in 1901 Rockefeller married Abby Greene Aldrich 
(1874-I94gb daughter of U.S. Senator Nelson W. Aldrich. 
^ an art collector, she was instrumental in the founding 
0f the Museum of Modern Art. They had six children — 
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a daughter, Abby (1903-1976), and five sons: John D. m t 
Nelson A., Laurance S., Winthrop, and David. 

Exercise 12. Make a list of institutions John D. 

Rockefeller II donated money to. Find information about 

any of them and give a talk in class. 

Exercise 13. What do you know about Vladimir Potanin? 

Have you heard about the activity of his Foundation? 

Do you know any winners of Potanin scholarships? 

Are you one of them? Read the text to get more 

information about the foundation. 

Vladimir Potanin Foundation 

The Vladimir Potanin Foundation was registered by 
the Moscow Registration Chamber on 10 January 1999, 
registration certificate No. 076100. 

The Vladimir Potanin Foundation was established for 
implementation of socially significant long-term projects 
in the sphere of domestic education and culture. It is a 
private Foundation with budget financed by personal assets 
of Vladimir Potanin. (At present, V. Potanin is Director 
General, Chairman of the Board of the Interros Company.) 

The Mission of the Foundation is to promote the 
development of strategic philanthropy and recognition of 
active and creative professionals. The Foundation coo- 
perates with those who are capable of changing themselves 
and are ready to make their contribution to the development 
of Russian society. The Foundation shapes a social en- 
vironment, which values creativity, professionalism a^a 
active volunteer work. 

The Foundation operates in line with the following 
principles: 

— making the rules transparent and providing a 
participants of the Foundation’s projects and progr 
with equal conditions by means of contest mechanisms. 
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holding leadership in the industry means not to be 

afraid of experiments and using new technologies, while 
being creative in applying Russian and foreign charitable 

experience; 

cooperating with professional partners. 

The Foundation primarily focuses on the implementation 
of long-term scholarship and grant programs. They are aimed 
at talented young students of the country’s major state 
educational institutions, as well as at talented teachers. 

Culture supporting projects are also of importance for 
the Foundation, which aims to encourage vocational and 
creative growth of the Russian museum society. The 
Foundation strives to support innovations of active and 
creative museum professionals with potential for cultural 
breakthrough. 

The Foundation annually awards over 400 grants and 
2,300 scholarships. 

The Vladimir Potanin Foundation is a member of the 
European Foundation Centre and a founding member of 
the Russian Forum of Donors. 

Exercise 14. Say if these statements are true or false. 
Correct the wrong variants. 

1. The Vladimir Potanin Foundation is a charitable orga- 
nization whose goal is to help the poor, the sick, and 
the disabled. 

2. The foundation collects donations to contribute to the 
development of Russia. 

The foundation donates money to support promising, 
energetic professionals and talented students. 

4. The Vladimir Potanin Foundation cooperates with 
Russia’s best educational and cultural establishments. 

5- The foundation pays a large amount of money on grants 
and scholarships every year. 
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Exercise 15. Read the text again and write out the key 
words which can help you to describe the aim, principles 
and work of the Vladimir Potanin Foundation. Speak 
about the organization. 

Exercise 16. Work in pairs. Discuss how rich Russian 
businessmen can help their country / city / town / 
village and people living there. Use the list of word 
combinations below. 

To build schools, hospitals, libraries, churches; to help 
the poor, the sick, the disabled; to donate money to 
charities, hospitals, educational establishments; to start 
charitable organizations; to start a factory; to create new 
jobs; to support campaigns for peace and environmental 
protection; to produce quality goods. 

Exercise 17. Write about socially responsible activities 
of a businessman or a company. 


9.2. Prominent Leaders and Businessmen 

Exercise 1. Focus on the topical vocabulary, 
genius ['canids] n — rcmin 
generation [ dsena'rcijan] n — noKOJieune 
second to none [ sekond to haii] — HenpeB30HAeHHHH 
software ['softweo] n — nporpaMMHoe o5ecneueime 
word processing [ y W3:d prousesiq] — ojieKTpoHHaa o6pa- 
6oTKa TeKCTa 

explorer [iks'pbxo] n — nccjieflOBaTe.ife; E. — npoBOAHJiK 
Web surfing web S3:fi n] — HaBiiraunH no cera 
cutting-edge technology [ kAtip 'eefe tek'nDla&i] — hobch- 
man TexHO.iorHH 

to violate ['vaialeit] v — HapyxnaTb 

anti-trust law Qasnti'tiwst To:] — anTHTpecTOBCKnii, alIT0 ‘ 

MOHOnOJIbHblH 3&KOH 
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application [ zeph'keijon] n — npuvreHeHne; npmiOHceHHe, 
npHKJia^HaH riporpaMMa 
num eroUS [njurmaros] a — MHoroHHCJieHHbhi 
unique [ju:'ni:k] a — yHHKaabHHii 
to remain [ri'mein] v — ocTaBarbca 
attorney [a't3:m] n — noBepeHHbiH 

remarkable [ri'mcukabl] a — 3aMeHaTejibHbiii, BbmaioLnHu- 

Cfl 

fortunate ['fatfnit] - lucky [T.\kij a — cuacTJitiBbin, yaau- 
HBiii, yaaHjTEBbin 

personality [, paiso'naelrti] r — jupzhdctb, HHflHBuuyajib- 

HOCTb 

workaholic L wsika'holik] n — TpyAoroJiHK 

devoted to [di'voutid] a — npe^auHtm (ueMy-Ji.); nocBfl- 
meHHbiii (neMy-Ji.) 
gift [gift] n — nap 

to foresee (foresaw, foreseen) [fa'si:, fo:'so:, fo:'si:n] v — 
npeflBH^eTb 

to predict [pri'dikt] u — npeACKasbiBaTb, nporH03iipoBaTb 
prediction [pri'dikjdn] n — npeACKasamie, npomo3 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Doubt, doubtful; operate, operating, operation; cut, 
cutting; violate, violation; skillful, skillfully; remark, re- 
markable; child, childhood; enter, entrance; intelligent, 
intelligence; devote, devoted, devotion; fortunate, for- 
tunately; lucky, luckily; foresee, foreseeing; predict, pre- 
diction; invent, inventor, invention, inventive; work, 
workaholic; ware, hardware, software; explore, explorer; 
exploration; apply, application; finger, fingertip. 

Exercise 3. Guess what these international words mean. 
A. genius of business and management; a company 
leader; the idol of Americans; to start a unique computer 
c °mpany; computer industry; producers of computers; 
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computer technology; computer operating systems; experts 
in programming; talented and creative programmers; anti- 
trust; a banker; sectors of economy; leadership; business 
traditions; intelligent, innovation; personal computers; to 
create versions of BASIC for personal computers; to 
monopolize. 

Exercise 4. Read the following word combinations and 

give their Russian equivalents. 

A successful businessman; the older generation; the 
younger generation; to be second to none; to start a 
software company; to be famous for; a word processing 
program; a program for Web surfing; to violate laws; to 
develop unique technology; numerous companies; to be an 
attorney; to write software; to be engaged in; to enter 
university; to drop out of university; to stein from; to be 
devoted to; to be born; to predict inventions; to encourage 
workers; to pay attention to research and development; to 
foresee future; to be a strong leader; cutting-edge 
technology. 

Exercise 5. Paraphrase the sentences with the words 

early (b navajie) and late, (b Konue). 

Model. The shop was opened late / early in 2000. — 
The shop was opened at the end of / at the beginning of 
2000. 

1 . The company was founded in the early 20th century. 

2. The organization was established in the late fit ties. 

3. The conference will be held early this year. 4. Mr.Brown 
will go on business early next month. 5. The talks were 
conducted in early January. 6. The businessman went w> 
London early Iasi week. 7. The delegation arrived in late 
October. 8. The manager phoned me in the late afternoon- 
9. The shop was opened late in 2000. 10. The contract wi 
be signed late next week. 
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Exercise 6. Choose the correct form of the verb in 

brackets. Consult § 49 (Reference Grammar). 

I I can’t buy this computer. It (would be / would 

ve been) too expensive. 2. But for my colleagues’ help, 

1 (would never finish / would have never finished) the 
^T c t in time. 3. Without his friend, the man _ (would 
P ever start / would have never started) a software company. 
!J e You are late again. The manager is busy, or the meeting 

(would begin / would have begun). 5. I know this man 

^T y we ll, otherwise I (wouldn’t recommend / wouldn’t 

have recommended) him. Now you see I was right. 6. The 

work is too difficult, or the workers (would finish / 

would have finished) it. 7. Can I help you? — Yes. I 

(would like / would have liked) to have a job interview. 

8. The boss is angry. He (would stop / would have 

stopped) at nothing now. 9. The chief engineer is away. 
He (would know / would have known) what to do. 

Exercise 7. Work in pairs. Speak about famous people. 

Use the model and information below. 

Model. A: Who was Henry Ford? 

B: He was a great American engineer and businessman. 

A: What is he famous for? 

B: Henry Ford introduced the assembly line and began 
mass production of cheap cars. 

Alexander Graham Bell, to be a famous Scottish 
inventor, to invent the telephone. 

Thomas Edison; to be a great American inventor; to 
invent the electric bulb and phonograph; to improve the 
telegraph, telephone, film camera and projector. 

Henry Ford; to be a great American engineer and 
businessman; to introduce the assembly line; to begin mass 
Production of cheap cars. 

The Wright brothers; to be well-known American 
inventors; to invent, build and fly the first airplane. 
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Exercise 8. Do you agree that only a few people are 
destined to be outstanding businessmen? What leads 
them to success? Read the text and find out if you are 
right. 

Genius of Business and Management 

No doubt, the most successful businessman and 
company leader of the late 20th century and the early 2l sl 
century is Bill Gates, one of the richest men in the world. 
He is the idol of the new generation of Americans and a 
lot of people in other countries. 

Microsoft, the company Bill Gates and Paul Allen 
started in 1975, is now second to none in the US computer 
industry. Its corporate headquarters are in Redmond, 
Washington. The company is one of the world’s largest 
and most important producers of computer software. It is 
famous for its Windows operating system, used on most 
personal computers, for Microsoft Word, a word-processing 
program, for its spreadsheet programes, and for Internet 
Explorer, a program for Web surfing. The company holds 
the second place in video gaming market. Bill Gates has 
kept Microsoft at the cutting edge of new technology for 
many years. 

Microsoft is not popular in the world of American 
business. According to experts, the company is violating 
the US anti-trust law and even business traditions. The 
point is that all big firms usually have competitors in all 
sectors of the economy. But Microsoft has monopolized 
the market of operating systems and sells new versions of 
Windows with all applications. But in spite of the numerous 
anti-trust cases, Bill Gates skillfully leads the company, 
and it still remains successful and unique. 

The company’s success is mostly explained by Gates 
himself and his excellent leadership. 

Bill Gates was born on the 28th of October, 1955. His 
father, William H. Gates II was an attorney. His mother, 
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iLf rv Gates, was a remarkable woman. Her father was a 
, nker, and she was engaged in social and business life. In 
, 3 u school, Bill Gates began writing software. In 1973, 
^ entered Harvard University. At university, he went on 
programming. He wrote versions of BASIC for the first 
nersonal computers. After three years at Harvard, Bill 
rites bad to drop out to start Microsoft. He was 19 at 
that time. In his book The Road Ahead , Bill Gates writes 
that luck played a great role in his life. He was fortunate 
to have a family and teachers who encouraged him. He 
was lucky to become friends with Paul Allen. Without 
Paul, there would have been no Microsoft, Gates says. He 
was lucky to be born at the right time. 

Bill Gates’ success stems from his personality. He is 


l TJo 


to programming. 

Bill Gates has a gift of foreseeing future. He has a 
smell for innovation. Many of his predictions have turned 
out to be correct. For example, in 1990 he predicted that 
in the near future people would have information on 
fingertips and very soon, thanks to computers and the 
Internet, his dream came true. Gates has also predicted 
the development of pocket computers, car computers, PC- 
kiosks, voice control and some other inventions. 

In his company, Gates pays much attention to research 
and development. He has an excellent team of talented 
and creative programmers and developers. As a strong, 
democratic leader. Bill Gates encourages his workers and 
steers them to success. His company is always in search of 
new products, it is always in progress. 


Exercise 9. Find in the text the equivalents of these 
words and word combinations. 

no MneHHio aKcnepTOB; KOHKypeHTLi; nporpaMMa o6pa- 
Gotkw TeKcra; HecMOTpa Ha MHoroHHCJieHHbie aHTiiMOHO- 

nojiLHtie cyAe6Hbie aejia; rjiaBHbiM obpaaoM ob-bacHaeTca; 
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v^iacTBOBaJia b cou,najn>HOH u ^eJiOBoii >kh3Hii; npoflo/DKiin 
3aHHMaTtcfl nporpaMMiipoBaHHeM; opocHTB yHHBepcHTeT; 
eMy noBe3Jio; po/iHTbCH b HyECHoe BpeMH; yMHLii*, TBop^ec- 
kw MwcjiflmHH h Tpyaojiio6iiBLrii; flap npeaBiifleTL Oyziymee; 
npe^cKa3aHH^ OKa3ajiHCb bcphbimh; KapMaHHBie komiilk)- 
Tepti; kiiock nK; pe^eBoe ynpaBAeime. 

Exercise 10. Answer the following questions in pairs. 

1. Why is Dill Gates a wealthy man? 

2. When was Bill Gates born? 

3. Who were his parents? 

4. What education did he get? 

5. When did he begin writing software? 

6. Who started Microsoft? When did it happen? 

7. What is Microsoft famous for? 

8. What are Bill Gates’ personal qualities? 

9. What does his success stem from? 

10. What do you think about Bill Gates? 

Exercise 11. Speak about Bill Gates as a prominent 
leader. 

Exercise 12. Read the article about the Bill and Melinda 
Gates Foundation. What do you think about their 
collaborative approach to philanthropy? Do you agree 
with the proverb: «If you want to go fast, go alone. If 
you want to go far, go with others*? Why? 

Gates Foundation 

On May 4, 2006, the Prince of Asturias Foundation in 
Spain announced that the 2006 Prince of Asturias Award 
for International Cooperation would go to computer 
entrepreneur Bill Gates and his wife, Melinda French Gates. 
The international prize was only the most recent honour 
granted to the pair on behalf of the Bill and Melinda Gates 
Foundation, the philanthropic organization that they 
directed. On June 15 Bill Gates announced that he would 
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0 rlnallv reduce his role at Microsoft, Inc., and would 
order [hisl personal priorities, through 2008, at which 
Sete planned to turn his full attention to the Gates 
Foundation. One week later billionaire investor Warren 
Sett a personal friend of the Gateses, announced lus 
plan to direct some $30 billion of his fortune to the Gates 

Foundation in the coming years. 

William Henry Gates III was horn Oct. 28, 1955, in 
o„ nIt l e He developed an interest in computer programming 
a s a teenager, writing software for his school payroll system 
■ d selling a traffic-management program to municipal 
governments. He dropped out of Harvard University in 
his junior year to join Paul G. Allen in the development of 
•u. operating system for personal computers. Gates ployed 
» Sial roie in licensing the system, MS-DOS, to IBM. 
Having paired with one of the world’s leading computer 
suppliers, Microsoft grew into the world’s dominant 
software supplier and made Gates the wealthiest person in 

the world. 

Melinda Ann French was born on Aug. 15, 1964, m 
Dallas. She credited her interest in computers to a seventh 
grade teacher who placed her in an advanced math class. 
After graduating from the Ursuline Academy (a Catholic 
girls high school), she studied computer science and 
economics at Duke University (B.S., 1986; M.B.A., 1987). 
She joined Microsoft in product development in 198 7 and 
rose to be general manager of information products. French 
married Gates on Jan. 1, 1994, and when their first child 
was bom in 1996, she left the company to concentrate on 
her family and the couple's charitable work. 

Bill and Melinda Gates initiated their charitable 
endeavours in 1994, largely at the behest of Bill’s father, 
William H. Gates, but also from the example of Bill’s 
mother, a devoted philanthropist who had died earlier that 
year. Their first effort, the William H. Gates Foundation, 
pursued global health programs as well as projects in the 
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Pacific Northwest, where they lived. Three years later they 
launched the Gates Library Foundation (renamed Gates 
Learning Foundation in 1999) to benefit North American 
libraries, with a particular focus on bringing Internet 
technology to public libraries. Next came the Gates 
Millennium Scholars program (1999), which directed SI 
billion toward minority study grants. The couple 
consolidated their charitable interests in 2000 as the Bill 
and Melinda Gates Foundation, with a reported endowment 
of $17 billion. 

By 2006 the foundation was by far the world’s 
largest— counting Buffett’s pledge, its assets would total 
roughly $60 billion. Anticipating its growth needs, the 
Gates Foundation made two significant changes during 
the year. It broke ground for a new headquarters in 
Seattle, and it reorganized into three divisions: global 
health (including nutrition), global development, and 
community and education causes in the U.S. Through 
this change the foundation underscored its commitment 
to solving health problems around the world, with 
particular emphasis on developing treatments and vaccines 
for malaria, HIV/AIDS, and tuberculosis; controlling 
insects that transmit diseases; and developing superfoods 
in the fight against malnutrition. Despite the huge endow- 
ment and the Gateses personal wealth, the foundation 
funded no program single-handedly; instead, it compelled 
other organizations, firms, and even countries to help 
underwrite programs. Their collaborative approach evoked 
an African proverb cited by Melinda Gates and others at 
the Gates Foundation: «If you want to go fast, go alone. 
If you want to go far, go with others*. 

Exercise 13. Match the words from the text with their 

definitions. 

1 . A foundation a) a charitable institution helping 

people in need. 



b) helping people who are poor, 
sick, in difficulties, etc. 

c) the property of a company which 
could if necessary be sold to pay debts. 

d) a building where the leaders of 
the organization work. 

e) an organization that gives out 
money for certain special purposes. 

f) a list of workers employed by 
a company and the amount of 
wages each person is to be paid. 

g) a collective way of dealing with 
a problem, work, etc. 

h) physical weakness caused by not 
eating enough good food. 

i) a gift of money that is made to 
an institution. 

j) a solemn promise or guarantee 
to do something. 

Exercise 14. Read the text again. Write out the key words 
to describe the activities of the Bill and Melinda Gates 
Foundation. Speak about their charitable endeavours. 

9.3. Women in Management 

Exercise 1. Focus on the topical vocabulary. 

non-executive director — ujieH npaBJieHHfl 
to contradict f, kontro’dikt] o — npoTHBOpeMHTb 
divorce [di'vo:s] n — pa3Bon; v — pa3BOAUTbca 
divorce rate(s) — npoijeHT pa.iBOjlOB 
prone to smth [proun] — ckjiohhbih k HeMy-Ji. 
assertive [o's3:tivj a — Hpe3Mepuo HacTOHUHBbiii, cawoyne- 
peHHuii, HanopiiCTbiii 


2 . A philanthropic 
organization 

3 . A payroll 

4. Charitable work 

5. Endowment 

6. Assets 

7. Headquarters 

8. Pledge 

9. Malnutrition 

10. A collaborative 
approach 
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the only [aunli) a — enHHCTBeHHBin 
to soar [so:] v — noBbrmaTLCH 

Australia [os'treilio] — ABcrpajina; 3d. — aBCTpajinftcKoe 
oTflejieHHe KoivmaHHw 

to resign [ri'zain] v — OTKa3HBaTbcx (ot aojihchocth), yxo- 
HIITB B OTCTaBKy 

resignation [ < rezig'nei Jon] n — otk&3 (ot ^oji>kkoctii); ot- 
CTflBKa 

feminist [ feminist] n — &eMHHHCT(Ka), oopeu 3a paBHo- 
npaBHe memnfm 

to betray [bi'trei] v — npe/taBaTh, n3MeHflTb 
to bring up ['brio Ap] v — BocunTMBaTb 
envy [envi] n — aaBHCTb; u — aaBHAOBaTb 
brand [brand] n — cbaopiraHan Mapna; copT, KanecTBo; Top- 
roBbiii 3iiaK; TOBapHbiii 3aaK 
to adore [o' do:] u — oGontaTb, iiokjioh htbch 
relief [n'lfcf] n — odJierueHne, yreineiiKe 
to be offended [s'fendid] — Ctrrb o6iwKeHHt>iM 
to take up u — HaunHaTb, npegnpHHHMaTb 
portfolio fpoit'fauljau] a {pi -os [-auz]) — nopT([)ejn.; bbico- 
naa aojukhoctb 

to stick [stik] v — 3acTpeBaTb, 3aB«3HyTb 
convention [kan'vcnjan] n — o6binaii, ycnoBiiocTb 

Exercise 2. Try to understand the meaning of the 
derivatives. 

Considerable, considerably; act, enact; disable, disa- 
bility; tend, tendency; politics, politician; assert, assertive; 
envy, envious; feel, feeling; govern, government; contra- 
dict, contradiction; combine, combined, combination; con- 
nect, connected, job-connected, connection; marry, mar- 
ried, marriage; male, female; expect, expecting, expected, 
unexpected, unexpectedly; resign, resignation; betray, 
betrayal; busy, business, businesslike; obvious, obviously; 
brand, branding. 
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Exercise 3. Guess what these international words mean. 

To dominate, domination; traditional roles, a professional 
role; politicians; top positions in companies, company 
directors, Norwegian companies, the management system of 
companies; a result, to result from the company policy; the 
percentage of company directors in Japan, 8 per cent; sex 
discrimination; restaurant managers; psychologists; to 
concentrate on a career; a British business lady; to demon- 
strate; a post; feminists, feminism; ideal; to attack; a dilemma; 
to balance, a balance; to tick; biological; a leadership position; 
academic; sporty; a university; a computer analyst; colleagues; 
culture; a principle; to colour; directors; to lecture; global; 
normal; meeting; co-directors; a phone; a secretary; portfolio 
career; roles; to benefit. 

Exercise 4. Read the words with the prefix super- 
[’sju:pa] (cBepx-) and say what they mean. 
Superhuman, superintendent, superman, supermarket, 
supernatural, supernormal, superpower, superprofit, 
supertrim, superwoman. 

Exercise 5. Read the words with the prefix co- [kau] 
and guess what they mean. 

Model 1 ; co-education — coB.wecTHoe ooyHemie nun 060- 
ero noua 

Co-ownership, co-operate, co-operation, coexist, co- 
existence, co-ordinate, co-ordination. 

Model 2: co-operator KoonepaTop, coTpy£HWK 
Co-author, co-authoress, co-owner, co-director, co- 
debtor. 

Exercise 6. Read the following word combinations and 
give their Russian equivalents. 

Developed countries, to make a choice; to reach the 
top; to run a company; to resign from a post; to be a full- 
time mother; to be like; the death of Superwoman; to betray 
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the cause; the common thirty-something dilemma; to 
balance career opportunities; a ticking biological dock; by 
the time; to be in the top leadership position; to recruit 
women; to give the rest of one’s life to the company; to be 
brought up; an academic, sporty and smart child; to study 
chemistry; a computer analyst; to be businesslike and super- 
trim; to he brisk, sensible and confident; to involve oneself 
in; at the latest: to stay late at work; to promote people; 
to establish a work -home balance: to make people « green 
with envy*; non-executive directorships; to lecture on 
global branding; to attend board meetings; to call somebody; . 
to answer the (tele)phone; to be offended; to take up | 
portfolio career; to stuck up between conventions and roles. 

Exercise 7. Choose the correct form of the verb in 
brackets. Consult § 49 (Reference Grammar). 

1. The senior engineer is on business. He (would 

explain / would have explained) the task to the workers 
now. 2. You missed yesterday’s lecture on management. It 

(would be / would have been) useful for you. 3. I _ 

(would like / would have like) to make an appointment with 
one of the co-directors. 4. Unfortunately, Mr. Green is ill. 

He (would be / would have been) happy to be present at 

the reception today. 5. (Would you like / Should you 

like) a drink? 6. Why didn't you follow my advice? You 

(would meet / would have met) many important people 

at the party. 7. It’s hot. I (wouldn’t mind / wouldn’t 

have minded) taking a walk. 8. I didn’t know you were 

busy. I (wouldn't phone / wouldn’t have phoned) you. 

9. Don’t you want to offer her the job? She (would 

accept / would have accepted) the offer. 10. I wasn’t here 
at that time. I (would warn / would have warned) you. 

Exercise 8. Read these sentences with the constructions 
would -t Infinitive and used [ju:st ] to + Infinitive and 
express the same in Russian. 


Model: Helen would often call on us. 3JieH, GbiBano, 
uacTo saxozuma k hsm. 

There used to be a food shop in the street. Ha otoh 
yjiHLte 6biJi Korna-To Mara3iiH. 

1. My friend used to live in this street. 2. My father 
would coine home late. 3. I used to be an angry young 
man. 4. At about 4 pm on Fridays, when the working day 
was short, Penny Hughes would tell colleagues to go home. 
5. The manager used to sit in his office and look through 
documents all day. 6. My family would go to the south in 
summer. 7. She would be very busy on weekdays. 8. Mr. 
Brown used to travel a lot. 9. The old man would stay at 
this hotel. 10. Anna used to be an interpreter at different 
exhibitions. 11. Mv mother would get up early and make 
breakfast. 12. Henry used to discuss important problems 
with his colleagues. 13. Jane would speak on the telephone 
for hours. 14. Michael used to work on a computer in his 
spare time. 

Exercise 9. Work in pairs. Describe a woman’s duties 
at home. Use the model and word combinations below. 
Model. A: What does a woman do about the house? 

B: She... 

To get up early; to cook meals for the family; to wash 
up = to wash the dishes; to clear away (youpaTt nocyay co 
CTo.ia); to wash clothes; to clean the house; tidy the flat; 
to go shopping; to do (the) shopping, to look after her 
husband and children, to play with her children, to help 
her children to do their homework. 

Exercise 10. Work in pairs. Discribe a manageress’s 
job responsibilities. Use the model and word combina- 
tions below. 

Model A: What are women managers' responsibilities? 
B: Their duties are the same as men’s. They organize 
the work of their departments. 
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To organize work, to deal with subordinates and the 
boss: to supervise employees; to take important decisions; 
to maintain discipline; to encourage employees to work 
harder and to be creative; to generate ideas. 

Exercise 11. Is it possible for a woman to hold a high 
position in a company? Is it easy for her to have a 
family and be a professional at the same time? Head 
the text and find out if it proves your point of view. 

Women in Management 

I 

Significant changes have taken place in the demographic 
makeup of the labour force. The share of working women 
has grown considerably. Important changes have also been 
made in the labour legislation of most developed economies. 
For example, in the 1960s the United States enacted a 
series of equal employment opportunity laws, which forbid 
discrimination in employment on the basis of race, colour, 
creed, sex, age, or disability. Companies that do business 
with the US government have an additional obligation to 
provide job opportunities for women. 

The role of women in modern society and in business 
in particular is growing. There are women politicians, 
lawyers, doctors, teachers and managers. In developed 
countries more and more women hold high positions in 
companies, though men still dominate boards of directors. 

In some European countries there is a tendency to 
promote women to high and top positions in companies. 
These changes in the management system have resulted 
from the government policy, aimed at giving women equal 
opportunities and rights, feminists’ struggle against 
discrimination at work, and ideological changes in society. 

Unfortunately, very often the traditional roles of 
mother and wife contradict the new role of professional. 

It is not easy for a career woman to combine family 
duties with work. She is too busy with job-connectcd 
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problems and spends a lot of time away from home. She 
cannot take care of her husband and children properly, 
cook, do the washing and cleaning. Sometimes marriages 
end in divorce. 

According to another study, female bank officers have 
the highest divorce rate. Female restaurant managers also 
rank among the most divorce-prone. Psychologists explain 
that these positions draw independent, assertive women 
who concentrate more on their career than on their 
marriages. 

At best, professional growth and a happy family life 
can parallel and coexist peacefully. But very often modern 
women have to make a difficult choice between a successful 
career and a good marriage. Some women prefer being a 
professional. Others choose their families and give up their 
careers. 

II 

Here is a charming story about a British businesswoman 
who gave up her high position in a famous company and 
became a good mother and wife. 

Penny Hughes was the youngest and only female 
president of Coca-Cola UK. Her salary was £250,000. She 
demonstrated that she could work. Sales soared under her 
leadership. Hughes also recruited other women who are 
reaching the top, and they now have a woman running 
Australia. 

At the age of 35 Penny Hughes unexpectedly resigned 
from her high post to be a full-time mother. Her resignation 
was like the death of Superwoman as an ideal. Feminists 
Attacked her for betraying the cause. Her peers could not 
understand why she had done it. 

Her decision to leave Coca Cola wa3 the result of that 
common thirty-something dilemma: how to balance career 
opportunities against a ticking biological clock. «I had 
meant to have children when I was about 30, and then the 
next job came along*, she says. oThen, I meant to have 
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them at 33, and I got promoted to president. By the time 
I was 35, I had been in the top leadership position at Coca 
UK for two years and I had to have children now. Also, 
I’d done 10 years there and I didn’t want to give the rest 
of my life to the company *. 

Penny Hughes was brought up in Birkenhead, Mer- 
seyside. She was an academic, sporty, and smart child. 
After school, she went to Sheffield University and studied 
chemistry. She met her future husband, David, a computer 
analyst, there. 

Hughes is prettily businesslike and super-trim. She is 
brisk, sensible and confident. 

Penny Hughes says that she has never been too busy, 
even when she was running Coca UK. She never took work 
home and finished work by 5.30 pm or 6 pm at the latest. 
Hughes would deal only with decisions that needed her 
attention. At about 4 pm on Fridays, she used to tell 
colleagues to go home. She wouldn’t promote people who 
had to work 12 hours a day to do their job. They just 
couldn’t work. Hughes is against staying late at work. 
Life is too short. 

Today Penny Hughes has established a work-home 
balance that makes other men and women * green with 
envy*. She earns over £100,000 a year for about 10 days’ 
work a month. Her work consists of four non -executives 
directorships at the Body Shop, Next, Beresford and the 
Mirror Group. She has no normal week. Over a month, 
Hughes attends four board meetings, does four days of 
reading and research. She also lectures on global branding 
and management. Two or three days a week she spends at 
home. 

Hughes adores her two boys and loves playing with 
them. She helps shape them. The woman’s life is full. She 
is satisfied. What Penny Hughes has given up is the 
management. That is a relief because it takes energy, time 
and passion — that is what she puts into her children. 
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The corporate culture is changing, she says. When her 
co-directors call her at home, often her three-vear old 
answers the phone. Five to ten years ago, business people 
would have been offended. They would have expected a 
secretary. Now. she says to people, you take me as I am. 

Hughes would like to see men take up portfolio careers. 
She hopes she would have made the same decision if she 
had been a man. She feels sorry for men because they are 
stuck within their own conventions and roles. She wants 
them to change their views about work, too. 

Exercise 12. Find in the text the equivalents of these 
words and word combinations. 

JKeHIltHHM-nOJIHTHKH, SCeHUtHHU-IOpHCTbl, JKeHLUHHbl- 

MeHeaMtepw; b pa3BHTbix cTpaHax; npeo&naflawT b cobctox 
/mpcKTopoB; no XMHHHM HCCJiegoBaHua, npoaeAeHHoro Beay- 
iuhm OH3Hec-ueiiTpoM; rrpaBHrenfaCTBeHHaa nojnrniKa, uanpaB- 
jieHHan Ha; k coxuuieHiiio; atemqHHa, c-te-aaBinaa napbepy; 
OTKasaTbCH ot xapbepbi; eAHHCTBCiman >KeiimiiHa-npe3imeHT 
opirraHCKoro <t»uinana KOMnamm .Kona-Kona.; KOJiJiera; 
Heo>KHAaHHO ocraBiiJia CBoii bucokhh nocr; a no.Tymma no- 
BbiiueHHe a crana rrpe 3 hash-tom; ynpaBJisuta (KOMnaHiieii); y 
Hee HeHOpMlipOBaHHafl HeACJIH; H3MeHHTb TOHKy 3peHMH. 

Exercise 13. Answer the following questions in pairs. 

I 

1. What demographic changes have taken place in developed 
economies? 

2. Is the role of women in business growing? Why? 

3. What women’s roles in society contradict each other? 

II 

1. Was Penny Hughes’ career at Coca Cola UK successful? 

2. Which choice did she make: to be a good mother or to 
be a superb professional? 

3. Is the corporate culture changing? What does Mrs. 
Hughes say about it? 
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4. Who must take portfolio careers, according to Penny 
Hughes? 

5. Is Mrs. Hughes a prominent woman? Why do you 
think so? 

Exercise 14. Work in small groups. Speak about: 

— Penny Hughes’ work at Coca Cola UK and the reasons 
for giving up her position; 

— Penny Hughes’ childhood and education; 

— Penny Hughes’ family; 

Penny Hughes present occupations. 

Exercise 15. Work in pairs or a small groups. Discuss 
which is more important for a woman: 

a) — to leave secondary school and get married, 

— to get a good education at college / university, 

— to combine family life with studies; 

b) — to become a housewife, 

— to have a good job, 

— to combine family interests with career interests. 
Prove your point of view. You can use the word 

combinations below or give your own variants. 

To have a good husband and children; to become a 
cultivated and broad-minded person; to become a profes- 
sional; to hold a high position; to have both a family and a 
good job; to be an excellent wife and mother and a prosperous 
businesswoman at the same time; to care for her husband 
and children; to do her professional duties; to do her hou- 
sework; to be effective at work; to devote herself to her 
family; to dedicate herself to career / business / science/ 
politics; to support her family; to earn her living; to be the 
breadwinner in the family. 

Exercise 16. Read the text about a fantastic Taiwanese 
woman who has succeeded in combining her career, 
clan traditions and family life. Put the verbs in brackets 
into the correct tenses (active or passive). 
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When Cher Wang (to enter) a roomful of people, 

they struggle to contain their curiosity. As Taiwan’s richest 
woman, founder of two important technology companies. 
Via and HTC, and a daughter of the island’s most revered 

tvcoon, the late Wang Yung-ching, she (to be) naturally 

a focus of public attention. But her determination to avoid 
,t __ (to earn) her a reputation as shy and secretive. 

Only since HTC, the smartphone company she (to 

«et up) in 1997, became a fast-rising star among global 
gadget makers has the 50-year-old chairman of the company 
engaged with the public. 

Yet it (to be) her ability to put herself in the shoes 
of the consumer that observers say is one of the biggest 
factors behind the success of, first, the chipset maker Via, 

and then HTC, which (to make) the jump from contract 

manufacturer to branded vendor. It is a switch that other 
Taiwan IT companies (to struggle) to make. 

,Cher (to approach) the business with the eyes of 

the consumer, because she is not an engineer* , says one 
executive at T-Mobile, who has worked with HTC. .Often, 
she instinctively (to make) the right choices.. 

Wang may he reticent in public, but speaking in Via’s 
swanky Beijing headquarters about her businesses and how 
she _ (to run) them, she is outgoing and cordial. She 
even asks her staff to treat her guest to the hot sweetened 
lemon juice she (to sip) to soothe a sore throat. 

This personal warmth, it becomes clear, ___ (to be) 

also a secret weapon in her management style. She (to 

say) one of the most important aspects of how she leads is 
to ask about the people in her companies: «How do I see 
their gift and make them successful? If you talk to them, 

they (to feel) you like them, and you're really there 

for them every day*. 

In her early years in business, says Wang, she would 

spend entire nights at work. .1 (to try) to encourage 

our research and development staff to stay overnight., 
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she says. Then she (to focus) on procurement, product 

development and marketing, but more recently, when HTC 
was a new company trying to develop PDAs, she _ (to 
concentrate) on building the right team and preparing it 
for future challenges. 

HTC chief executive Peter Chou, for example, (to 

send) on an MBA course at Harvard Business School to 
prepare him for the role. 

Wang (to become) much more closely involved in 

picking employees: «I will always seek to hire people who 
can teach me something*, she says. «If they can teach me 
in a simple way, so I can understand it, then they can do 
better, because I (to ask) a lot of questions**. 

Of the 10 children of Mr Wang, the founder and 
chairman of Formosa Plastics, Taiwan’s leading petro- 
chemicals group, Ms Wang (to be) not initially the 

likeliest to have a career in business. Indeed, she (to 

start off) studying music at University of California, 
Berkeley — only to switch to economics within days. 

While still at college, she (to procure) medical 

equipment in the US for her father who was establishing 
what would become one of Taiwan’s leading hospitals. 

Then she (to take up) selling computers at a San 

Francisco trade show on behalf of First International 
Computer, her sister’s motherboard company. It (to 
go) so well that the company expanded into making PCs. 

In 1987, Wang and her husband Chen Wenchi set up a 
Via Technologies, a chip design house, in Silicon Valley. 

Five years later they (to move) the company to Taiwan, 

the island’s first chip designer. 

Via (to force) to diversify. It (to he) now among 

the world’s leading suppliers of energy -efficient processors. 
It has also focused much more on China and is trying to 
build niche markets there by backing fledgling Chinese IT 
manufacturers and by offering them a platform on which 
their handsets and netbooks can run. 
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When she set up HTC, Wang (to want) to make 

PDA phones — mini-computers that can also act as hand- 
sets. The company (to get) contracts to make PDAs 

for Compaq and Hewlett-Packard. Next, HTC (to 

start) making customized smartphones running on 
Windows systems for mobile operators such as Deutsche 
Telekom and Vodafone. The partnerships saved HTC from 
the cut-throat competition that other contract manu- 
factures get caught in when they serve branded handset 
makers. 

From there, it was just one step for HTC to become a 

branded handset maker. Since 2006, the company (to 

sell) smartphones under its own brand. Apart from handsets 

running on Microsoft, it now also (to have) phones 

running on Android, Google’s platform. 

Exercise 17 . Match the words from the text with their 
definitions. 

1. a gadget a) a person who is successful in business, 

rich and powerful 

2. a chip b) the version of the product made by 

one particular manufacturer 

3. a tycoon c) a mobile phone offering advanced 

capabilities, often with PC-like functio- 
nality 

4. a handset d) a small useful device 

5. a brand e) a very small piece of silicon inside a 

computer 

6. to procure f) a mobile telephone 

7. a smartphone g) to obtain something that is difficult 

to obtain 

Exercise 18. Work in pairs. Discuss with your partner 
what factors have determined Cher Wang’s career 
success, what personal qualities help her in her business 
and family life. 
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Exercise 19. Say what are pros and cons of being a 
career woman. The table below will help you. Give your 
own ideas and continue the lists of advantages and 
disadvantages. 


Pros 

A career woman realizes her 
potential. 

A career woman has an 
opportunity to realize her 
hopes, desires and ambitions. 
A career woman is indepen- 
dent. 

Some women make a lot of 
money in business. 

Career women support their 
families, they are bread- 
winners. 

Career women are usually 
respected by people. 


Cons 

Work takes energy, time 
and passion. 

A career woman doesn’t 
have enough time to take 
care of her family. 

She doesn’t have enough 
time to keep the house. 

She doesn’t have enough time 
to watch TV and read fiction. 
Sometimes men don’t like 
very clever and successful 
women. 

Sometimes men dislike women 
holding high positions. 


Exercise 20. Here are some tips to a businesswoman on 

how to combine family interests with career interests. 

Complete the list of tips. 

1. How to keep house 

— Hire an honest, hardworking woman to do housework 
(if you can afford it). She will do the cooking, cleaning 
and shopping. 

— Ask your retired relative or reliable jobless friend 
to live with your family and look after the house. 

— Share all the housework, including cooking, cleaning, 
washing, ironing, shopping, among all the members of the 
family. 

2. How to make a good wife 

— Take an interest in your husband’s life and work. 


— Tell your husband about your problems at work. 

— Try to have meals with your family at home. 

— Go to parties, receptions, exhibitions with your 
husband. 

— Spend your vacation with your family. 

3. How to make a good mother 

— Take an interest in your children’s life and studies. 

— Send your children to the best school you can. 

— Hire the best teachers you can if your children have 
any problems in their studies. 

— Speak to your children about different things. 

— Invite your children’s friends to your place. 

Exercise 21 . Look at the title and say what this article 

is about. Read the article and check your guess. 

Chairwoman? Maybe in Norway 

Ambitious women determined to climb to the top of 
the corporate ladder should take one step: move to Norway. 

A study by a leading business centre has found that 
women who work for Norwegian companies stand the best 
chance of being promoted to board level. 

More than 20 per cent of executive and non-executive 
directors in Norwegian companies are women, three times 
the number in UK companies and more than in any other 
developed economy, the study found. 

Companies based in other Nordic countries are also 
good targets for women seeking to get ahead in business. 

In Sweden almost 17 per cent of company directors are 
women. In Denmark the figure is 13 per cent. 

Fewer than 8 per cent of directors in UK companies 
are women. 

A woman with corporate ambition is also wasting her 
time, it would seem, working for Spanish, Italian or 
Japanese companies, where men continue to dominate 
boardrooms. 
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Only 1 per cent of company directors in Japan are 
women — the lowest of any major developed economy. 

The Ethical Investment Research Service (Eiris) looked 
into more than 1000 companies on the FTSE All World 
Developed Index to produce its findings. 

A spokesman at Norsk Hydro, the Norwegian oil 
company, said: «I am not surprised by these findings. We 
have a policy of making sure that women are given a fair 
chance*. 

But practitioners who work to prevent discrimination 
said that the high number of women in Norwegian company 
boardrooms was in part the result of government efforts 
to promote gender equality. 

Ministers in the country have threatened to introduce 
legal quotas for women in corporations if at least 40 per 
cent of listed company boards are not composed of women 
by 2005. 

Exercise 22. Identify the correct meaning of these words 

from the text. 

1. To climb to the top of the corporate ladder: 

a) to be promoted; 

b) to he demoted; 

c) to get the highest position in the hierarchy: 

2. Non-executive directors: 

a) members of the board of directors; 

b) directors of factories and plants; 

c) assistant managers. 

3. To seek to get ahead in business: 

a) to look for a job in a prosperous company; 

b) to enable to get up the promotion ladder in a company; 

c) to try to become a successful businesswoman. 

4. Corporate ambition: 

a) a dream to work in a corporation; 

b) a desire to be successful and powerful in a company; 

c) determination to do sometliing. 
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5. A quota for women in a corporation: 

a) the number of women working in a company; 

b) a fixed number of women that can be allowed to 
work in a firm; 

c) a limited number of women which is officially banned. 

Exercise 23. Work in pairs. Discuss if good looks are 
important for a business woman. You can use the 
expressions below or your own variants. 

To be beautiful, to be attractive, to be good-looking, to 
be pretty, to be liked by men, to admire, to influence, to 
be well-dressed, to be trendy, to wear stylish clothes, to be 
clever, to be intelligent, to be well-educated, to have good 
manners, to be well-bred, to help in business, to interfere 
with one’s work. 

Exercise 24. Work in pairs. Speak about your mothers’ 
lives and careers, find out how well they combines their 
family duties and professional interests. 

Exercise 25. Write about a prominent businesswoman 
you admire, describe her life and career. 

Exercise 26. Role-play. 

1. Roles: two friends. 

A young woman is married to a prosperous business- 
man. She wants to give up her position as an accountant 
and bring up her two children. Her friend asks questions 
about her family, work, business hours. He / she admits 
that the woman is right and advises her to resign from 
her job as soon as possible. 

2. Roles: two friends. 

A young woman has just married and her husband wants 
her to give up her job. Her friend asks her questions about 
her family, position, and business hours. He / she wants 
to know about her husband’s occupation, salary, career 
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prospects. The woman answers the questions and admits 
that she is not sure if she really wants to quit her job. Her 
friend advises the woman to think everything over and 
then take a decision. 

3. Roles: Penny Hughes, a newspaper correspondent. 

Penny Hughes is interwiewed by a newspaper corres- 
pondent. The correspondent asks her what caused her 
resignation from her high post at Coca Cola UK. He / she 
wants to know if Mrs Hughes is satisfied with her family 
life and present occupations. The businesswoman answers 
the questions. The correspondent thanks her for the 
interview. 

4. Roles: Cher Wang, a TV host / hostess. 

Ms Wang takes part in a TV talk show. The host / 
hostess speaks to her about her famous father, her own 
family and her companies. He / she asks the businesswoman 
if it is easy for her to combine her career and family life. 
Ms Wang answers the questions in a polite and friendly 
way. The host / hostess thanks his / her guest for the 
interview on behalf of TV viewers. 


UNIT 10 

WORLD-FAMOUS COMPANIES 


10.1. Best American Companies 

Exercise 1. Focus on the topical vocabulary, 
hardware [hmdwro] n — annapaTHoe, TexHHuecicoe o6ec- 
ne^eHue 

compatible [kam'pietabl] a — cobmccthmhh 
IBM- compatible a — IBM-coBMecTuwbiii; n — KOMnbWTep, 
COBMeCTHMMH C KOMIIblOTepaMII c|)HpMbi IBM 
processor [prausesa] n — nponeccop, MauiHua jxnn o6pn 
6 otkh AaHHtrx 

sandpaper ['s<endpeipa] n — Ha^KgauHan 6yMara 
to trade in [treidj u — TopronaTb (ucm-jt.) 
oral care ['o:ral kca] — yxo,zi 3a no.iocTbio pia 
body care f'bDdi keol — yxoa 3a TejioM 
household ['hausliauld] a — AOMauiHHK, ObiToaoii 
surface [ S3:fis] a — noBepxHocTb 
fabric [Tiebnk] = cloth [kloGJ n — TKaHb 
nutrition [nju^tri/sn] n nuTaime, mimn, KopM 
to recycle [rii'saikl] v — ncnojib30BaTi> noBTopno 
to package [ piekidj] u — vnaKOBbinaTb 
Levis [' li:vaiz] n — ajkhhcli 
trademark ['trcidmcrk] n — ToproBaa MapKa 
pharmacist ['fcrmasist] n — cpapMaiteBT 
medicine [ med(i)sm] n — MeAHioma; jieKapcTBO 
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sign [sain] n — BUBecna 

to elect [i lekt] v — H36npaTb 

to set up v — yqpexcaaTb, ocHOBbinaTb 

to launch [b:ntfl u — Ha'iHHaTb (BbinycKaTb) 

Exercise 2. Try to understand the meaning of the 

derivatives. 

Rival, rivalry; trade, trademark; gold, gold-rush; fa- 
shion, fasliionable; comfort, comfortable; unite, united, 
union; oral, orally; dental, dentist; care, careful, careless; 
health, healthy; recycle, recyclable; attend, attentive, atten- 
tion; environment, environmental; succeed, success, 
successful; sight, far-sighted, near-sighted; similar, simi- 
larity; process, processor, processing; coinfort, comfortable. 

Exercise 3. Guess what these international words mean. 

American computer companies; international products; 
to produce personal computers and office machines; the 
original personal computer; corp., corporation; inc., 
incorporation; popularly; a leading producer of computer 
processors; to design; to operate computers; to operate a 
company; computer programs; an immigrant from Ger- 
many; a special menu; McDonald’s restaurants; to start 
operations; to start a company; an American leader; paste; 
a programme; progress; recyclable products; packaging 
materials; socially; a pharmacist; a medicine, medical; ca- 
lendars; international; popular; the globe, global; corporate 
ethics; manufacturing; laboratories; industrial centres; 
computer industry; technological innovation; patents. 

Exercise 4. Pronounce these pairs of words correctly 

and say what they mean. 

Model: 'perfect a — coBepmeHHbiii — per'fect v — coBep- 

UieiiCTBOBaTb 

'Increase n — in'erease u\ 'record n re'eord v ; 'de- 
crease n — de'erease v; 'present n, a present v\ 'import 
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n — im'port v\ 'export n — ex'port u ; 'forecast n — forecast 
v ; 'contact n — con' tact v\ ’perfect a — per'fect v. 

Exercise 5. Form nouns from adjectives and verbs using 
the suffixes ness . - tion , ment, -ing, give the Russian 
equivalents of the words. 

a) Model: weak — weakness cjiabbm — cjiaSocTb 
Firm, weak, dark, decisive, effective, tough, hard, care- 
ful, careless. 

b) Model: perfect — perfection coBepuieHCTBonaTb — 

coaepuiCHCTBO, cOBepineHCTBOBaHue 

Communicate, amplify, distribute, translate, demon- 
strate, indicate, create, articulate, generate, calculate, 
present, direct, organize, apply, found, inspire, promote, 
demote, act, perfect, educate. 

c) Model: improve — improvement yjiyumaTb — yjiyu- 
ineHue 

Govern, improve, accomplish, encourage, require, state, 
manage, acknowledge, excite, equip. 

d) Model: rate — rating ou.eHiiBaTb — oueHKa 
Record, feel, back, rate, read, listen, hold, fire, hire, 

paint, build, advertise. 

Exercise 6. Find synonyms and synonymic word combi- 
nations in List A and B, C and D, E and F. 

Model 1: to found — to set up — to establish 

A. To found, to use, to launch, to enjoy, to buy. to 
succeed, to give up, to produce, to sell something, to 
package, to choose, to make products known, to grow. 

B. To utilize, to like very much, to manufacture, to 
trade in something, to select, to advertise goods, to in- 
crease, to set up. to start, to apply, to pack, lobe successful, 
to stop, to make, to establish, to employ, to purchase. 
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Model 2: a company a firm 

C. A company, nutrition, a pharmacist, a pharmacy, 
a medicine, products, around the globe, a car, equipment, 
an area, headquarters, at the beginning of the twentieth 
century, a customer. 

D. A chemist, a drug, food, in the world, an automobile, 
machinery, a field, a centre, early this century, a buyer, 
a firm, a chemist’s shop, throughout the world, a drugstore, 
goods, all over the word, machines. 

Model 3: quick fast 

E. Household, quick, best, Scotch, known, chief. 

F. Superb, famous, main, popular, key, fast, principle, 
domestic, Scottish, leading. 


Exercise 7. Read the following word combinations and 
give their Russian equivalents. 

Fashionable clothes; soft drinks; strong drinks; fast 
food; to produce software; to produce hardware; a powerful 
processor; IBM-compatible computers; to make and sell 
pants; a fast food restaurant; to prepare meals; to found a 
company; a starch, soap and candle business; to do business 
in the early 1900s; in the late 1950s; to set up operations; 
principal sectors; oral care; body care; household surface 
care, fabric care; pet nutrition; health care; to pay great 
attention to the environment; recyclable bottles, a socially 
responsible company; to buy a business; to set up a foreign 
department; to launch a product; to enjoy drinking Coca- 
Cola; to be born; to be discovered; to trade in sandpaper; 
medical equipment; Scotch tape; thanks to; to spend money 
on something; research and development. 


Exercise 8. Complete the sentences with the prepositions 
around, as, between, for, from, in, of, on, over, to, through, 
with. 
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soap and candle business New York City. 3. The 

cooperation the European countries began the early 

1950s. 4. The company has been trading medical 

equipment twenty years. 5. Colgate-Palmolive is the 

world leader toothpaste. 6. The company is paying great 

attention research and development. 7. He made great 

progress _ market research. 8. The company was chosen 

one the most socially responsible companies the 

USA. 9. The firm succeeded advertising its products. 

It made them known mass media. 10. Mr. Brown was 

elected president the company. 1 1. A lot countries 

_ the globe buy mining equipment the company. 12. The 

company products range medicines cosmetics. 13. The 

management the company began to trade coal 

foreign countries. 14. The company spends a lot money 

encouraging innovation. 

Exercise 9. Choose the correct variant in brackets. 

Consult §46 (Reference Grammar). 

1. The man (speaking / spoken) at the meeting is 

our director. 2. The goods are (exporting / exported) 

to Turkey, Pakistan and Saudi Arabia. 3. (Having 

drunk / Drunk) his coffee, the manager began looking 
through the letters and documents. 4. The manager had 

the mail (bringing / brought). 5. When 

(questioning / questioned), the applicant told about her 
background and professional experience. 6. I saw the 

manager (studying / studied) the contract carefully. 

7. The director paid attention to a visitor (waiting/ 

waited) for him. 8. The man has (writing / written) 

his application for the position as bookkeeper. 9. While 

(examining / examined) the documents, the experts 

paid special attention to the legal matters. 10. The director 

is well (informing / informed) about the employees’ 

work. 
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Exercise 10. Say whei’e some products are made. Use 
the models and lists of words below. 

Model 1 : Good medical equipment is made in the United 
States. 

Space equipment, electronic equipment, mining equip- 
ment, power equipment, medical equipment, building 
materials, electric devices, household appliances, kitchen 
utensils, sewing machines, fabrics, jewellery, china-ware. 

Russia, the USA, Japan, Korea, France, Great Britain, 
Italy. 

Model 2: Good cars are of German make. 

Ships, computers, radios, televisions, cassette-re- 
corders, furniture, clothes, shoes. 

Russian, US, British, French, Korean, Japanese, 
Italian. 

Exercise 11. What US companies producing interna- 
tional products can you remember first of all? Read 
the text and say why the products of the best companies 
are in great demand in the world. 

Best American Companies 
There are many American companies known all over 
the world. They make a lot of international products, such 
as computers, machines, clothes, drinks, fast foods, etc. 
These companies manufacture different goods but they 
have much in common. All of them make quality products 
and fully satisfy consumers’ needs. Their management 
policy is far-sighted and flexible. Their leadership focuses 
on research and development and introduces innovative 
technologies into production processes. 

Here is some information about famous American 
companies. 

Computer Companies 

IBM for International Business Machines) is the world’s 
largest computer company. It used to make both hardware 
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and software, first of all, for business users. In 1981, the 
company produced a personal computer which became very 
popular in the USA and other countries. Now many 
companies make IBM-compatible computers which are 
similar to the original PC produced by IBM. 

Today, IBM has changed radically. Over the past decade, 
the company has become an international services company. 
Hardware sales make up a small portion of its profits. 
IBM doesn’t produce personal computers any more. The 
company is concentrated on making software and con- 
sulting. 

Its rival is Apple Computer Inc., a large and important 
company producing the Macintosh computer. This machine, 
popularly called «Mac», is easy to use and has a different 
operating system from PCs. 

Intel Corp. is the world’s leading producer of computer 
processors. In 1993, the company introduced the Pentium, 
the most powerful processor for PCs. It is designed to 
operate IBM and IBM-compatible computers. 

Microsoft, a company headed by Bill Gates, is one of 
the largest producers of software in the world. IBM and 
IBM-compatibles use the Windows Operating System and 
the programs made by Microsoft. 

At present IBM offers computer services in many 
countries of the world. It remains profitable even in the 
period of recession. 

3M 

3M is one of the most successful companies in the USA. 
The company was started in the early 20th century. It was 
called Minnesota Mining & Manufacturing- The mining 
soon stopped and its founders began to trade in sandpaper. 

Today 3M’s headquarters and many of its laboratories 
are located in St. Paul, Minnesota. The company makes 
60.000 products ranging from to Scotch tape, abrasives, 
manufactured, consumer and office goods to medical 
equipment and computer-synthesized graphics. 
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3M has been so successful thanks to technological 
innovation. It has a lot of patents. 3M spends much money 
on research and development. 

Colgate-Palmolive 

William Colgate founded the Colgate Company in 1806. 
It produced starch, soap and candles in New York City. 
For the first one hundred years, the company did its 
business in the United States. In the early 1900s it began 
to sell its products in Europe, Latin America and Asia. 

At present Colgate-Palmolive’s principal sectors are 
Oral Care, Body Care, Household Surface Care, Fabric Care, 
Pet Nutrition and Health Care. 

Colgate-Palmolive is the world leader in toothpaste. 

The company pays great attention to protection of the 
environment. It uses recyclable bottles and packaging 
materials. Colgate Palmolive is one of socially responsible 
companies in the USA. 

Levis 

Levis are popular and fashionable jeans. This trademark 
is well-known around the globe. Levi Strauss, an immigrant 
from Germany, came to the USA in the 19th century, 
during the gold-rush. lie did not find gold in California, 
but he started one of the oldest and most profitable 
businesses in the world. 

Strauss made pants for work out of blue cloth and sold 
them at a profit. Later the pants got the name « jeans » 
and « Levi’s*. 

At present Levis are still in fashion and in great demand 
in many countries. They are beautiful and comfortable. 

Coca-Cola 

Pharmacist John S. Pemberton invented Coca-Cola in 
1886. It was a medicine at that time. Asa Candler bought 
the Coca-Cola business and advertised the product through 
signs, calendars and clocks. Robert Woodruff, who was 
elected president of the company in 1923, made Coca-Cola 
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an international product. He set up a foreign department 
which exported Coca-Cola to the Olympic Games in 
Amsterdam in 1928. 

The company launched Diet Cola in 1982, and the sales 
grew quickly. The drink is very popular in the world. Today, 
people in many countries like drinking Coca-Cola. 

McDonald’s 

In 1948, the McDonald brothers had a restaurant in 
California. They invented a special fast food menu — 
hamburgers and fries. They prepared meals beforehand 
and served customers very quickly. People could take their 
food away. The brothers sold the business to Ray Croc 
who opened restaurants all over the United States. 
Nowadays, there are McDonald’s restaurants in many 
countries of the world. 

Exercise 12. Find in the text the equivalents of these 

words and word combinations. 

AnnapaTHwe cpe£CTBa a nporpaMMiioe oSecneueHiie; oh 
npe/tHa3na x iaeTcn; b nauajie XX BeKa; HayuHO-wccjieAORa- 
TejibCKue h onbiTHo-KOHCTpyKTopcKHe paSoTbi; yxoA 3a 
6UTOBLIMH riOBepXHOCTHMH; KOpM AJIfl skhbothhx; 3flpaBO- 
oxpaHeHwe; 3au^nTa OKpyHcaiomeH epeflu; OyTHJiKH n yna- 
KOBOHHbie MaTepnajiw, ncnojib3yeMbie itobtopho; ToproBan 
MapKa: pnGome dpiOKH; 6hji n36paH npeaiiAenroM; raw- 
oyprepbi ii Kaprcxhejib «c|)pn>>. 

Exercise 13. Answer the following questions in pairs. 

1 . What are US famous computer companies? What do 

they produce? 

2. When was 3M founded? 

3. How many products does 3M produce? 

4. Why is 3M so successful? 

5. Who was the founder of the Colgate Company? 

6. When was the Colgate Company founded? 

7. Where does the Colgate Company do business? 
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8. What are Colgate-Palmolive’s main sectors? 

9. What product is Colgate-Palmolive Company famous 
for? 

10. Why is Colgate-Palmolive a socially responsible 
company in the USA? 

1 1. When did Levi Strauss begin to make blue jeans? 

12. Why are Levis so popular? 

13. Who was the inventor of Coca-Cola? 

14. When was Cola-Cola invented? 

15. When was Cola-Cola made an truly international 
product? 

16. What foods are served at McDonald’s? 

17. Do you use any products made by these famous 
American companies? 

18. What other famous foreign companies do you know? 
What goods are produced by them? 

Exercise 14. Look through the article about a famous 
American company and arrange its paragraphs into 
the right order. 

General Electric 

A. In 1986 GE purchased the RCA Corporation (which 
it had helped to found in 1919), including the RCA-owned 
television network, the National Broadcasting Company 
(NBC), Inc. In 1987, however, GE sold RCA’s consumer 
electronics division to Thomson SA, a state-owned French 
firm, and purchased Thomson’s medical technology 
division. In 1989 GE agreed to combine its European 
business interests in appliances, medical systems, electrical 
distribution, and power systems with the formerly 
unrelated British corporation General Electric Company. 

B. While its consumer products arc most visible to the 
general public, they account for a minority of the company’s 
annual sales. A substantial portion of the company’s sales 
are to the U.S. Department of Defense. GE's business 
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groups in the early 21 st century were in the areas of 
commercial finance; consumer finance; infrastructure 
(including diesel locomotives, jet engines, water treatment 
systems, and energy delivery systems such as power grids); 
consumer and industrial technologies (including appliances 
and lighting products); health care (including diagnostic 
and imaging products); and media and entertainment 
through NBC Universal. 

C. General Electric is the major American corporation 
and one of the largest and most diversified corporations 
in the world. Its products include electrical and electronic 
equipment, aircraft engines, and financial services. Head- 
quarters are in Fairfield, Conn. 

D. General Electric established an industrial research 
laboratory in 1900, and many of its later products were 
developed by in-house scientists. It produces one of the 
largest lines of electrical consumer goods in the world 
and, through its General Electric and Hotpoint appliance 
brands, became a top seller of various types of home 
appliances. 

E. The company was incorporated in 1892, acquiring 
all the assets of the Edison General Electric Company and 
two other electrical companies. Edison General bad been 
founded as the Edison Electric Light Company in 1878 by 
Thomas Alva Edison to market his incandescent lamp and 
other later products. Edison remained associated with 
General Electric through his patents and consulting duties. 

Exercise 15. Say if these statements are true or false. 

Correct the wrong variants. 

1 . General Electric makes products for different branches 

of the US economy. 

2. Thomas Alva Edison started General Electric in the 

late 19 lh century. 

3. General Electric does business in Europe. 

4. GE does not produce consumer goods. 
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Exercise 16. Read the article again and write out the 
key words to describe GE’s business activity. Speak 
about the corporation in class. 

Exercise 17. Look at the title of the text. Have you 
heard about the company? What are its products? Read 
the text to get some more information about it. 

Honeywell 

American advanced-technology company that manu- 
factures aerospace and automotive products; residential, 
commercial, and industrial control systems; specialty 
chemicals and plastics; and engineered materials. The 
present company was formed in 1999 through the merger 
of AlliedSignal Inc. and Honeywell Inc. Headquarters are 
in Morristown, New Jersey. 

Among Honeywell's products are building controls 
(including beating, ventilating, and air-conditioning 
systems), electronic switches and motors, alarms, industrial 
automation systems, microelectronics, medical instru- 
ments, military and commercial avionics, and space sys- 
tems. The company’s control equipment for defense 
applications ranges from missile and bomb guidance sys- 
tems to cockpit displays and optical and electronic sensors. 
It is a major producer of auxiliary power units for aircraft 
(used for main engine starting, cabin cooling, and electric 
power generation), turbofan and turboprop engines for 
business and regional aircraft, engine control systems, 
environmental control systems for aircraft and spacecraft, 
and wheels and brakes for commercial and military aircraft. 
Its automotive products include truck brakes, turbochar- 
gers, oil and air filters, spark plugs, air bags, and seat 
belt systems. The company also produces a variety of fibres, 
plastics, and specialty chemicals. In 2000 it employed about 
125.000 people worldwide. 
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Exercise 18. Identify the correct meaning of these words 
from the text. 

1. Merger: 

a) the cooperation of two firms; 

b) the interaction of rival corporations; 

c) the joining together of two separate companies. 

2. Avionics: 

a) the production of aviation radioelec tronic equipment; 

b) aviation electronic equipment; 

c) the operation and production of aircraft. 

3. A cockpit: 

a) the area of a plane when the pilot works; 

b) the driver’s compartment in a racing car; 

c) an area where a contest takes place. 

4. An engine: 

a) a machine which pulls a railway train; 

b) a piece of machinery which uses fuel to drive a ve- 
hicle or a machine; 

c) the position of an engineer. 

5. A brake: 

a) restriction of progress; 

b) a failure of something; 

c) a device that is used to make a vehicle stop or go 
slower. 

Exercise 19. Answer the following questions in pairs. 

1. What make of car do you drive? / What make of car 
does your father / friend / neighbour drive? 

2. What company produced your television? 

3. What country was your stereo made in? 

4. What company is the producer of your computer? 

5. What sort of clothes would you like to wear? What 
trade marks do you prefer? Can you afford buying 
these clothes? 

6. What brand-name drinks do you prefer? 
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Exercise 20. Work in small groups. Speak about famous 

companies and their products. Use the questions and 

lists of names and words below. 

1. What products do famous companies make? 

3M (sandpaper, Scotch tape, medical equipment); Sony, 
Panasonic (televisions, stereo systems, radio equipment); 
IBM, Apple, Intel, Microsoft (computers, processors, 
hardware, software); Siemens (household appliances); 
General Motors (cars); Ilarley-Davidson Motor Company 
(motorcycles); Coca-Cola (drinks); Proctor & Gamble 
(medicines, cosmetics, washing powder, detergents); Colgate- 
Palmolive (toothpaste, soap, cosmetics); Mary Kay, Oriflame, 
Max Factor (cosmetics); Levi Strauss, Wrangler (jeans). 

2. What countries are famous for producing inter- 
national products? 

Japan, the USA, Korea (electronic equipment); the USA, 
Korea (computers); the USA, the United Kingdom (ships); 
Russia, the USA (spaceships); France, the United Kingdom, 
Italy (clothes); Germany, the United Kingdom, Italy, 
Finland (footwear); the USA, the United Kingdom, France, 
Hungary, Russia (strong drinks, soft drinks). 

3. W hat distinguishes good products made in different 
countries? 

To be of high quality: to be good for health; not to be 
harmful; not to be dangerous for human use and the 
environment; to be natural. 

Exercise 21. Write about a famous American company. 

10.2. European and Asian Companies 

Exercise 1. Focus on the topical vocabulary. 

amp [a*mp] = amplifier ['semplifaia] n — ycHJiHTeJii> 

performer [po'famo] n HcnojiHHTejii. 

band [ba?nd] n — opKecTp, My3UKaJiLHaa rpynna 
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to top f tup] v — npeBocxoAHTb, 6biTb nepBUM 
to tie ftai] v — CBH3biBaTb 

devotion to [di'vau/un] n — npenamiocTh (qeiay-Ji.) 
to tap-dance [taepderns] v — oTfiimaTB -le'ieTKV 
drum [dr/mi] n — Sapa6an, pi yaapHbie; v - 6apa5annTb, 
iicnojiHJiTb Ha yrtapHbix 
drummer [ drams] n — 6apa6a;umnK 
to he much sought after [so:t] — HMerb 6oju>moH enpoc, 
6biTb HapacxBaT; nom>30BaTbcn nonyjiupHOCTbio 
string [strip] n — crpyHa 
the strings — CTpyHiibie HHCTpyMeHTbi 
cabinet [’kscbmit] n Kopnye 
trial ['traial] n — ncnuTaHne 

instant ['instant] a — MrHOBeHHHfl, HeMeaaeHHbitt 
craftsmanship ['krcuftsmanfip] n — MacrepcTBO 
computer aided design [kam'pjmta 'eidid di'zain] — bbto- 
MaTii3npoBaHHoe npoeKTHposaHiie 
accounts department [a’kaunts di pertmant] — oTAeji pac- 

HeTOB, OTfleJl 4)MHaHC0BbIX OTMeTOB 
procurement [pro'kjiamont] n — 3aKynKu, MaTepnaJibHo- 
TexHHHecnoe cna6?KeHne, nocTaBKa 
production engineering department [pra dAkjdil, end5i morn)] 

npOH3BOAC , TRRHHO-TeXHOJ10rHHeCK™ OTfleJI 

engineering section ['sekjsn] — MexaHHuecKuii OTaeji, Tex- 
HHHeCKHH OTXte-1 

woodmill [ wudmil] n — nepeBOo6pa6aTbiBaioiij;aH ctjaopHKa 
covering ['k.\variq] n — oo;nmoBi<a, noicpbiTHe 
finishing ffinifir)] n — oT^ejiKa, uticTOBan obpaooTKa 
warehouse ['we aha us] n — TOBapubiii ckjma, 3d. — CKJian 
roTOBoii npoAyKitHH 

store [sto:] n — cKJiaA. xpaHHJimue, 3d. ckjisa 3anacHbix 
uacTei*; v — xpaHHTb 

Exercise 2. Try to understand the meaning of the de- 
rivatives. 

Make, maker, making; amplify, amplifier, amp, ampli- 
fication; earn, earnings; distribute, distributor, distribution; 
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change, changing, changed, changeable; close, closely; 
devote, devotion; form, formal, formation; work, workshop, 
workforce; music, musical, musician; instant, instantly; 
procure, procurement: cover, covering; finish, finishing; 
pack, packing, package; satisfy, satisfied, satisfaction; 
tender, tenderness; drum, drummer; try, trial; synonym, 
synonymous; craft, craftsman; craftsmanship; wood, 
woodmill; trend, trendy. 

Exercise 3. Guess what these international words mean. 

A British company producing guitar products; to 
produce musical instruments; professional rock musicians; 
professional reputation; manufacture and distribution; a 
natural talent for music; show business; a guitar, guitarist, 
guitar cabinets; a garage; electronic experts; formal com- 
munication; synonymous; a production engineering depart- 
ment; an engineering department; an electronics sector; a 
service department; a finishing department, a packing 
department; an information technology department; special 
technologies; designers and engineers; effective leadership; 
company’s traditions; constant progress; the company 
structure; a sound track. 

Exercise 4. Read the nouns having the suffix -isl and 

say what they mean. 

Guitarist, socialist, educationalist, formalist, pacifist, 
specialist. 

Exercise 5. Read the following word combinations and 

give their Russian equivalents. 

A world-famous British company; to make guitars; to 
play the guitar; to satisfy the needs of people; to meet the 
demands of customers; to satisfy the requirements of 
musicians; popular rock performers; to produce amplifiers; 
a talented guitarist; a self-made man; to get formal 
education; to tap-dancc and sing with a band; to become a 
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professional drummer; to attend a drum school; a highly 
respected teacher; to be highly sought after; to expand 
business; to be an instant success; instant coffee; research 
and development; an advertising department; to promote 
goods; to he of high quality; to pay special attention to; to 
use the latest computer- aided design packages; to keep 
the traditions; to value professionals’ views and opinions; 
to ensure equal rights. 

Exercise 6. Complete the sentences with the prepositions 
at , about, among, by, for, in, into, of, on, to, with where 
necessary. 

1. The Pizza Hut restaurant network, was bought 

PepsiCo 1977. 2. The Marshall Company is famous 

its amplifiers. 3. The company products are popular 

young people. 4. Russia children go school 

the age 7. 5. present, British Petroleum is the 

second-largest company Europe. 6. Quad Electro- 
acoustics trades high quality loudspeakers and hi-fi 

equipment. 7. The company exports its products over 

80 countries. 8. The man is devoted work. 9. The 

company leadership pays special attention research 

and development. 10. What is your opinion Professor 

White’s lectures economics? 11. The man turned his 

garage a workshop. 12. The girl sang bands 

the evenings. 

Exercise 7. Read these sentences and express the same 
in Russian. Consult § 46 (Reference Grammar). 

1. Mr. Green was a good teacher, with 40 students 
attending his lessons. 2. ilkin & Sons is a Britisli company 
producing jams. 3. Nike and Reebok are competitors in 
the US athletic footwear market, with Adidas dominating 
Europe. 4. The number of people working in manufacturing 
industries has decreased. 5. The most expensive private 
schools in Great Britain are called public schools, some of 
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these being single-sex boarding schools. 6. Many British 
people like to eat fast food, a hamburger and fries being 
the most popular meal. 7. Coca-Cola and PepsiCo are US 
rival companies selling soft drinks. 8. Glaxo is Britain’s 
leading company making medicines. 9. Sport today is big 
business, with many companies sponsoring sports events. 
10. Having completed the management course, Mr. Brown 
was promoted to a higher position. 

Exercise 8. Work in pairs. Speak about your favourite 
bands. Change roles. Use the model below. 

Model A: What is your favourite band? 

B: It is... 

A: What country are they from? 

B: They are from... 

A: What music do they play? 

B: They play rock / rap / pop... 

A: What musical instruments and equipment do they use? 
B: The musicians play the guitar, drums, piano... They 
use the Marshall amplifier. 

Exercise 9. Are you fond of music? If you are into 
music, you understand how important it is for a 
musician to have good musical instruments. Read the 
text and find out what top companies do to produce 
quality musical equipment. 

Marshall Company 

Marshall is a world-famous British company making 
guitar products, especially amplifiers. It has earned its 
reputation over the years through producing high-grade 
musical equipment, satisfying the needs of different 
musicians and adapting to changing demands of manufacture 
and distribution. Its products are popular with many rock 
performers. The Prodigy, Who, AC/DC, Oasis, Kiss, Slash 
and other famous bands have used the Marshall equipment 
for many years. Ace Frehley from Kiss once said, « Marshall's 
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the best rock’n’roll amp in the business, nobody has topped 
them since they were first made in 1962*. 

The company’s success is closely tied to its founder, 
his hard work, talent and devotion to music. 

jim Marshall may be called a self-made man. His family 
was not rich. The boy did not get formal education due to 
his poor health. He began to work at the tender age of 13 
in 1936. Marshall changed several jobs. He tap-danced and 

sang with bands in the evenings. 

Marshall soon found that he had a natural talent for 
music. In 1947 he began studying with the highly respected 
drum teacher Max Abrams and by the early 1950s became 
a professional drummer. He was highly sought after both 
as a drummer and drum teacher, with up to 65 students 
per week attending his drum school. 

Jim Marshall opened his first shop in I960. lie sold 
guitars, strings, amps and other products. Marshall decided 
to expand his business and began building guitar cabinets, 
turning his garage into a workshop. 

At that time, the guitarists required a sound that was 
not at the market. Marshall offered two electronics experts 
to work with him, and they started the search for this new 
sound the musicians were looking for. 

In 1962, after months of hard work and trials the first 
Marshall amplifier was born and was an instant success. 
Since then the top rock performers of some generations 
have used the company’s equipment which has been 
synonymous with quality and craftsmanship. Marshall has 
become a famous trademark. 

At present , the Marshall Company has several factories 
and a devoted workforce of over 400. It exports its products 
to more than 65 countries. Its largest market is in Europe. 

The company has 19 departments: Research and De- 
velopment, Advertising and Promotions, Export, Home 
Market and Sales, Accounts. Procurement, Production 
Engineering. Engineering, Electronics, Test. Woodmill, 
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Covering, Finishing, Packing, Warehouse, Service, Quality, 
Information Technology, Stores. 

The leadership pays special attention to innovation and 
new technologies. The designers and engineers use the latest 
computer-aided design packages in their work. 

The company experts follow the progress of the world’s 
greatest guitarists who play Marshall. They keep the 
traditions of the firm and listen and respond to current 
playing trends. The staff value professionals’ views and 
opinions about the Marshall equipment and do everything 
in their power to satisfy customers’ requirements. 

Good leadership, effective structure of the company, 
excellent work of all the departments, and constant search 
for new markets ensure the success of the Marshall products 
in the world. 

Exercise 10. Find in the text the equivalents of these 

words and word combinations. 

3acjiy?KHJia cbokj penyTamno; BbicoKOKanecTBeHHoe My- 
obiKajibHoe oGopyAOBajme; yflOBjieTBopaa noTpeuHocTii; npn- 
cnocaSjmBaacb k h3M6hhioihhmch TpedoEammM npon3BOfl- 
CTsa h cdbiTa; nx iikikto lie npeD3omen; nejioBeK, ao6hb- 
mmicfl ycnexa cbohmh co6cTBeHHtiMH cn;iaMn; cmchiiji 
H ec-KOJibKO Mecr paocmj; yrorejib iirpu Ha y^apHbix hhct- 
pyMeHTax, nojib3yK)in,Hwcn Gojiluihm yBa^KeiraeM; jiyrame 
poK-HcnojiHHTejra; OTBe^iaTb coBpeMeHHWM TeHAeHUHHM b 

HCnOJIHeHHH; IIOCTOflHHblii IIOIICK HOBbIX PBIHKOB ChWTa. 

Exercise 11. Answer the following questions in pairs. 

1. What does the Marshall Company produce? 

2. How has the company earned its reputation? 

3. When was the company set up? 

4. What kind of businessman is Jim Marshall? 

5. When was the first Marshall amplifier built? 

6. How many people work for the company at present? 

7. How many countries import the Marshall products? 
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8. What departments does the company have? 

9. Have you heard of the Marshall Company before? 

10. Do bands in Russia use the Marshall equipment? 

Exercise 12 . Find information about any other famous 
company producing musical instruments or equipment 
and give a talk in class. 

Exercise 13. Complete the text with the words from 
the box. Change the form if necessary, 
cnternal-combustion join venture motorcycle 

annual subsidiary headquarters 

exporter found lightweight 

farm machinery 

Honda 

The Honda Motor Company is the leading Japanese 
manufacturer of (1) and a major producer of auto- 
mobiles for the world market. Its (2) are in Tokyo. 

The engineer Honda Soichiro (3) the Honda 

Technical Research Institute near Hamamatsu in 1946 to 

develop small, efficient (4) engines. It was incorporated 

as Honda Motor Company in 1948 and began producing 
motorcycles in 1949. The Honda C-100, a small-engine 
motorcycle, was introduced in 1953 and by 1959 was the 
largest-selling motorcycle in the world. In 1959 the com 

pany also established a U.S. (5), the American Honda 

Motor Company, which began producing motorcycles in 
the United States in 1979 and automobiles in 1982. 

While Honda is a world leader in producing motorcycles, 

the hulk of the company’s (6) sales comes from 

automobil&s, which the company began manufacturing in 

1963. Among its (7), fuel-efficient passenger cars have 

been the popular Civic and Accord models. The company’s 

other major product areas include (8) and small engines. 

Honda is a major Japanese (9) to the United States 

and to other parts of the world. It also has assembly plants 
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in a number ol other countries and is engaged in (10) 

and technology-licensing agreements with several foreign 
companies. 

Exercise 14. Look through the text again and say what 
international products are made by the Honda Motor 
Company. 

Exercise 15. Read the following information about the 
current recession in Japan and say if China has 
surpassed the country of the rising sun in economic 
development and its influence in the Asian region. 
Japan is heading into a landmark election in a state of 
freefall. Stagnant since the early 1990s, Japan’s economy 
fell off a cliff in the last quarter, dropping 15.2 percent 
in the worst collapse of any industrial nation in decades. 
Automakers — Toyota, Nissan and Honda, once the heart 
of the Japanese industrial miracle — saw exports fall 70 
percent in April, and were forced to shutter factories to 
clear inventory. 

Meanwhile, China is launching direct challenges to 
Japan’s position as the leading economy in Asia. Beijing 
recently launched an official campaign to build a green 
car industry, a field in which Japan still holds a 
commanding lead. Some Japan watchers compare China’s 
green car project to Sputnik, the Soviet satellite that 
trumped American preeminence in science and technology 
in the 1950s. Just as alarming, China has been making 
noises about replacing the dollar as the sole international 
reserve currency, and has begun conducting regional 
financing deals in Chinese yuan instead, a push Japanese 
officials see as a direct threat to the yen as well. 

So Japan is preparing to usher in a new government 
against a backdrop of worry that the nation is already 
Asia’s political and economic also-ran, prematurely playing 
No. 2 to China. It’s all happened fast. When this decade 


opened. Japan’s economy was still almost four times the 
size of China’s, but in recent years China looked set to 
surpass Japan by 2010 or shortly thereafter. Now, with 
China still growing at 8 percent a year and Japan shrinking, 
commentators in Japan have been forced to admit that the 
switch will likely come even sooner. 

Exercise 16. Complete the text with the derivatives 

from the words in the right-hand column. 

Huawei 

Huawei may be the best company 
you’ve never heard of, and that’s a big 

problem for China. 1) in 1988 by Ren 

Zhengfei, a former People’s Liberation 
Army officer with less than $4,000 in 
startup capital, Huawei has grown from 
a small importer into a growing giant — 
revenue rose 43 percent last year to more 
than $18 billion — now poised to overtake 
Nokia Siemens as the world’s second- 

largest 2) of telecom hardware, after 

Ericsson. Even a decade ago, China wat- 
chers were touting Huawei as one of the 
companies most likely to become China’s 
first big global brand. Its headquarters in 
booming Shenzhen look like a Silicon 
Valley transplant, with high-tech labora- 
tories, manicured lawns, and staff 3) 

pools. It made Business Week’s latest list 
of the world’s 10 «most 4) * com- 

panies, alongside Apple, Wal-Mart, Toy- 
ota, and Google. Yet Huawei is by far the 
least internationally recognizable name on 
the list. 

Outside of China, even staff have 
trouble pronouncing its name. It should 


found 


make 


swim 

influence 
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be pronounced «hwaway*, but « people say 
it in all sorts of ways * , says Robert Fox, 
the chief branding officer of Huawei’s 
wireless-product line. 

China is 5) as the factory to the 

world, but even its best companies enjoy 
little if any fame. That paradox has become 
a vexing problem for China’s leaders. The 
nation is now too rich to continue 

6) at a double-digit pace by simply 

putting more peasants to work in fac- 
tories, and then underselling its Western, 
Japanese, and South Korean competition. 
The job of making cheap clothes, toys, and 
electronics is moving on to even cheaper 
labor markets, like Vietnam. 

The company has built its success the 

7) Chinese way — by selling to other 

businesses, rather than directly to con- 
sumers around the world, and by compe- 
ting on price rather than on innovation. 

The company got its start in the early 
’90s by 8) reverse-engineering pro- 

ducts and copying competitors’ know-how, 
and has benefited massively from the 
growth of the domestic market. When it 
began selling fixed-line hardware in 1988. 
China had about 3 million landline phones. 
Today the nation of 1.3 billion people has 
271 million landlines and 647 million mo- 
bile-phone subscriptions. Once housed in 
a cramped downtown office, Huawei now 
has a sprawling campus iliat would make 
Google proud. Employees take classes in 

a 9) center designed by British 

architect Norman Foster. Huawei gets its 


fame 


grow 


old fashion 


essential 


train 


pick of China’s top graduates, and has 
done a good job of tapping foreign talent, 
too. The company has set up R&D centers 
in 14 nations — employing Indian com- 
puter programmers, Russian 10) , and mathematics 

former Ericsson engineers — in an effort 
to move away from the old model mi- 
micking competitors’ technology. As 
recently as 2003, Cisco sued Huawei for 
copying computer codes used in routers, 

forcing the company to pull the 11) contest 

products from the market before dropping 
the case. 

The moves have increased foreign sales; 
three quarters of Huawei’s contracts (by 
value) came from outside of China last year, 
and it recently made its big deals in the 
United States. Yet Huawei still makes most 
of its money by servicing better-known 
businesses, rather than investing in break- 
out products and selling them directly to 
12) , where profits are highest. consume 

Exercise 17. Read the text again and answer the follo- 
wing questions in pairs. 

1. Have you heard about Huawei before? 

2. Is it a successful company? 

3. When was Huawei founded? 

4. Who founded the company? 

5. Where are its headquarters? 

6. What goods does it produce? 

7. Who arc Huawei’s consumers? 

8. Did the company use to make original products in the 
early ’90s? 

9. Is Huawei producing quality goods now? 

10. What do you think about Chinese products? 
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Exercise 18. Order the dialogue and act it out. 

a. — No, it’s a Russian company. 

b. — What is GJ? 

c. — Can we call GJ clothes an international product? 

d. — It’s a well-known trade mark of children’s clothes. 
GJ stands for Gloria Jeans. 

e. — In Rostov-on-Don. 

f. — Does the company only specialize in clothes for 
children? 

g. — Where are its headquarters? 

h. — No, its factories make jeans, skirts, shirts, dresses, 
suits, jackets made of denim for children, teenagers and adults. 
The company shops also sell T-shirts, hosiery and accessories. 

i. — Is it a foreign company? 

j. — Are GJ clothes popular in Russia? 

k. — I'm afraid not. But the company is famous in 
this country'. 

l. — Yes, they are. GJ clothes are not very expensive and 
trendy. Fashion designers from Italy work for the company. 
They import fabrics from China. The company’s sales have 
increased due to good promotion. Such famous singers as 
Valeria, Dima Bilan, Aleksa have advertised its products. 

Exercise 19. Work in pairs. Speak about international 

products made in the Rostov region. Use the infor- 
mation below and the dialogue as a model. 

The Rostselmash Agricultural Machinery' Plant (produces 
combine-harvesters, sowers and other agricultural machines, 
exports its products to the countries of the Commonwealth 
of Independent States). 

The Kamensk Machine Building Plant (produces cutter- 
loaders and powered supports, sells its products to coal 
mines in Russia and CIS countries). 


3. Successful Europian companies. 

4. Famous Asian companies. 

Exercise 21. Write about a successful Russian company. 

Exercise 22. Role-play. 

1 . Roles: a shop-assistant, a customer. 

a) A customer comes to a cosmetics department. He / she 
wants to buy the best toothpaste / shampoo / soap / lipstick / 
hair spray / body spray / compact powder / mascara / cream 
they have. The shop-assistant helps him / her to make a choice. 

b) A customer comes to a department of electrical goods. 
He / she wants to buy a washing machine / a sewing ma- 
chine / a dishwasher / an iron / a fan / a heater. The shop- 
assistant helps him / her to make a choice. 

c) A customer comes to a department of kitchen utensils. 
He /she wants to buy a coffee maker / a mixer / a mincer / 
a frying pan ( a saucepan / a coffee-pot / a tea-pot / a kettle / 
spoons / forks / knives. The shop-assistant helps him / her 
to make a choice. 

d) A customer comes to a shop specializing in electronic 
devices. A customer wants to buy a radio / a television / a 
music centre / a computer. The shop-assistant helps him / 
her to buy the best device they have in the shop. 

2. Roles: a sales manager, a customer. 

A customer comes to a sales manager of a coal mine. 
His firm wants to buy anthracite. The manager convinces 
him that they trade in high grade coal. He shows the 
customer their catalogues and price-lists. 

3. Roles: an advertising manager, a journalist. 

A journalist comes to the Marshall Company head- 
quarters. He / she interviews the advertising manager. 
The manager tells about the company and its products. 


Exercise 20. Discuss the following topics in your group. 

1. Famous foreign companies in Russia. 

2. Well-known Russian trademarks. 


CLASSROOM LANGUAGE 


Discuss these points... OocyaiiTe cjieuviomne Bonpocw... 

Let’s discuss... flasaiiTe oGcyahm... 

Who would like to tell' us about...? Kto xotcji om pac- 
CKa3aTb HaM o... 

We will now debate the topic... Ceifaac mbi o6cyanM TeMy... 

Discuss the problem in pairs. OScy^nTe npoojreMy b napax. 

Practice in pairs. Iloynpa>KHflMTec.b b napax. 

Work in pairs. nopadoTanre b napax. 

Change roles. noMeHHirrecb po/ihmh. 

Can you say that again, please? rioBTopirre, uo^ajiyticTa. 

Could you repeat that again, please? IToBTopiiTe, nowa- 
jiyftcTa. 

Can you speak more slowly, please? FoBopuTe noMe#- 
jieHHee, no>KajiyiicTa. 

Who is your partner? Kto Bam napraep? 

Who’s next? Whose turn is it? Kto cjieAyiomnn? Rba 
ouepeAb? 

It’s your turn. Baina ouepeflb. 

Choose team members / a chairperson / a partner. Bbi- 
6epme T uieHOB KOMaHAtr / npe,o;ce;iaTe;iH / napraepa. 

You’re the group leader. Bbi — JiHflep rpynnbi. 

Prove your points of view, please. ^oKa^Kirre, nu>Ka- 
jiyiicTa, narny TO*n<y 3peuiin. 

Give reasons for your opinion. OoocnyHTe came miiciihc. 

Prove it. JJoKa^aiTe sto. 

Refute it. OnpoBeprHHre sto. 

Give an example, please. npriBe^n re, nojKajiyiicrra, npiuviep. 

Give a list of ... / Make a list of... ITpuBeAMre ciihcok... / 
CoCTfiBbTe CniICOK... 

Prepare an argument to support your idea. ApryMcimi 
pyirre Bainv H^eio. 

Describe... OmimnTe... 

Analyse... npoaHajni3iipyHTe... 
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Your time is up. Bame bppmh HCTeK-io. 

Make up a short dialogue using the active vocabulary. 
CocTaBbTe KoporKHii ana-ior, iicnojibayH aKTHBHyio /ieKCHKy. 

Make up some questions and answers. 3a£aHTe HecKOJib- 
ko BonpocoB n AaiiTe otbgtli. 

Roleplay the conversation between... Pa3birpaHTe no po- 
jihm Mewcfly— 

Act out the conversation between... Paabirpaihe ana/ior 
Me>KBy... 



DISCUSSION LANGUAGE 


GIVING OPINIONS 

I’d like to tell you about... 51 xoTeJi 6ti paccKa3aTL o... 
In my view... IIo MoeMy MHeinno / IIo-woeMy / Ha mom 
B3TJWJI,... 

If you waul my opinion... Ecjiii xoTHTe 3HaTb Moe MHeHiie... 
No doubt... Be3 coMHemia... 

My point is that... 51 cuiiTaio, hto... 

The point is... flejio b tom, uto... 

I know for sure that... 51 HauepHJiKa 3iiaio, hto... 

First of all... IlpeyKae Bcero... 

On the one hand..., on the other hand... C oahoh c-ropo- 

Hbl..., C AP>TOM CTOpOHbl ... 

Firstly / secondly... Bo-nepBbix / bo-btopmx... 

The problem is important / urgent / vital... npoojiCMa 
Ba^KHa. 

Some people think..., while others... HenoTopwe nojiara- 
iot..., Tor^a Kan Apvrne... 

To tell you the truth... IIo npaB^e roBopn... 

In a sense... B HexoTopoM cMbicne... 

ASKING FOR OPINION 

What would you say (in this situation)? Hto obi bli cxa- 
3ajin (b 3 toh CHTyaunn)? 

How does this make you feel? Hto bbi 06 3 tom AVMaeTe? 
How do you feel about this? Hto bm o 6 3 Tom nyiviaeTe? 
What does anyone else think about the problem? Hto 
Apyrne AyMaioT oG 3 Tok npoG.ieivie? 

What about you? A naK Bbi (AyMaere)? 

How about...? Hto bli /jyMaeTe o...? 

What should we do? Hto HaM (hv^kho) AeJiaTL? 

What should be done about this? Hto ^ejiaTt, htoom 
yna,ziHTb 3 to? 

What’s your point? t Ito bbi AVMaeTe no 3 tomv noBo^y? 
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OTHER QUESTIONS 

What do you suggest? Hto bbi npeAJiaraeTe? 

Are you sure of it? Bu r stom ynepeHbi? 

What do you mean? Hto Bbi HMeeTe b bhav? 

Do you see my point? Bbi noHHiviaeTe, hto a liMeio bBHAy? 
Can you prove it? IkttKajivHCTa, flOKaxaiTe 3 to. 

Are you interested in...? Bac mrrepecycT...? 

What is the difference between...? B veM pa3irnn;a 
mcjkav-? 

What are the advantages and disadvantages of...? Kano- 
Bbi npeMMymecTBa a HenocTaTKii ... ? 

What are the pros and cons? KaKObbi «3a» n «upoTH3*? 
Can you list...? no^ajiyiicTa, nepeuncjiHTe... 

AGREEMENT 

I agree with you. H c bqmh comaceH. 

I totally agree with you. 51 nojmocTbio c bumh comacen. 
You may be right here. But... Bo3moxcho, bh 3Accf, npa- 
BLI, HO... 

I think you are (absolutely) right. ZJyMaio, bbi (aGcojnoT- 
ho) npasbi. 

That’s right. 3 to npaBHJibHO. 

That’s correct. 3 to npaBiuibHo. 

Tliat's true. 3 to npaBAa. 

I agree with you to a point. B HenoTopoM cMbicjie si 
cor.TaceH c BaMH. 

Certainly. Kohchho. 

Definitely. OnpeAeJieHHO. 

This is out of question. 3 to 6c3ycnoBiio. / 3ro oeccnopHO. 
I see / take your point. 51 noirnMaio sac. / 51 bhhky, hto 

Bbi xoTHTe CKa3aTt. 

DISAGREEMENT 

I don’t think you are right here. He flVMmo, hto bbi 

3fleob npaBbi. 

I don’t think that’s right. He a ywaio, hto oto npaBH-iLHO. 
That’s wrong (impolite). HesepHO (HeBOKJiiiBo). 

That’s not true (impolite). HeBepno (neBeu<JiHBo). 
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I really can't accept that. H He Mory cor.iacHTbcn c cthm. 
Well, I don’t see it that way. Hy, h He Tan CHHTaio. 
That’s out of the question. 06 stom He Mo>KeT 6i>iTb h pe«m. 
You haven’t convinced me of it. Bbi Metra b otom He 

You must be joking! (not so polite) Bbi aojijkho 6biTb 
myTHTe? ( He oueHb BencjiHBo) 

You can’t be serious! (not so polite) Bbi 3TO cepbesHO? 
(He OHeHB BeXCJKHBO) 

SUMMARIZING 
In general... Boo6me... / 06lihho... 

Generally speaking... Booonje roBopa... / B oomnx uepTax... 
In short... BKpaTne... / Kopoue roBopa... / Oahhm cjiobom... 
In brief... BKpaTue... / B HeMHorux cjioBax... 

On the whole... B uejiOM / B oOipeM m uejio.M / B HTore... 
To summarize... IIoaboah htot / CyMMupya CKa3aHHoe... 

CONCLUSION 
To sum up... FlonBOflH irror... 

Therefore... C.ieAOBaTejibHO... 

In conclusion... B 3aKJiK)ueHne... 

To conclude... B 3aKJiK) l ieHHe... 

OTHER PHRASES AND EXPRESSIONS 
A special mention should be made of... Ocouo c/ieAyer 
ynoMHHyTb... 

One should mention... CneayeT ynoMHHyTb... 

It should be noted... C.ieayeT OTMeTHTb... 

It is common knowledge that... 06men3BecTHO, hto... 

As is known... Kan H3BecTH0... 

It is interesting to know that... IfHTepeciio 3HaTb, hto... 
I wonder if... Hirrcpeciio... 

As for... Hto KacaeTcn... 

As for ... is concerned... Hto KacaeTcn... 

As far as I know... HacKOJibKO h 3Haw... 

According to... Flo mhchhio... 

In fact... <I>aKTHuecKn / B AencTBirre-ibHOCTH... 
Actually... (DaKTimecKH / B AeiicTBHTejibHOCTH ... 


EVERYDAY LANGUAGE 

IN THE SHOP 

Can I help you? Mory a Baw HeM-HH6y;u> noMOHb? 

What can J do for you? Hto h Mory ajih Bac cae-iaTb? 
I'm at your disposal. H b BameM pacnopHH<eHHH. 

Would you like...? Bbi He xotcjih 6m...? . 

Can I give you a piece of advice? Pa3peumTe AaTb RaM 

COBeT? 

Thank you for shopping. Cnacnoo 3a noxynKy. 

Thank you for your custom. Cnacn6o 3a to, hto noKyna- 
eTe y Hac. 

Come again. npuxoAHTe e^e. 

You’re always welcome. Bbi Bcenm >KCJiaHHbiH toctb. 
Satisfaction Guaranteed. KanecTBO rapaH-mpyeTca. / Ta- 
paHTnpyeM oTAimnoe o6c.iyxcnBaHHe. 

AT THE OFFICE 

Come in, please. 3axoAHTe, noHcajiywcTa. 

Come this way, please. Cioas, noHOJiyiicTa. 

Will you sit down? CaAHTecb, noncajiywcTa. 

Make yourself comfortable. ycTpaMBairrecb noyAobsee. 
We’re (I’m) glad to see you. Mu paAbi (* paA) Bac uiiACTb. 
How are you? — Fine, thank you. And you? — Very 
well, thank you. Kan Bbi ce6n uyBCTByeTe? — npexpacHO, 
cnacuSo. A Bbi? — OieHb xopouio, cnacnoo. 

Would you like a cigarette? He xoTirre Jm cnrapeTy? 
Would you like a cup of coffee? He xoTHTe ah namely 
Kothe? 

Help yourself to the sandwiches. yromaiiTecb cdha* 
BHHa.MH. 

May I ask you a question? PaupeinuTe 3aaaTb BaM Bonixx*? 
Could you tell me...? He moi\jih 6bi Bbi CKa3aTb...? 

I’d like to ask you (to do smth). H Su xoieji nonpociiTb 
Bac (cAejiatb hto-ji.). 
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Thank you for waiting so patiently. Cnacnoo. hto Tax 
TepiieJIHBO >KAU.' 1 I!. 

Here are our latest catalogues. Bor Haum uocJieaHne 
Karajiorn. 

Here are the samples. Bot o6pa3Ubi. 

I’d like to invite you to lunch. H xoreji 6w npumacHTb 
Bac Ha jieHH. 

I hope our cooperation will be mutually beneficial. H na- 
aeiocL, Haine coTpyaHimecTBo 6yaeT b 3aii mob biro# HbiM. 

I’m looking (I look) forward to seeing you soon. C He- 
TepnenneM hcav cxopoH BCTpenn c Bamh. 

CONGRATULATIONS AND WISHES 

(A) Happy / Merry Christmas (to you)! fluepi/ 'men 
knsmas] no3ApaBJiHio c Pojkagctbom! 

(A) Happy New Year! C Hobum toaow! 

(A) Happy Easter! [ 'i:s!3] IIo3ApaBJinio c npa3/iHUKoiu 
riaoxii! 

(Very) best wishes for/on Victory Day. rio3ApaBJiHEO c 
JlHeM floGe/ibi. 

Thank you, the same to you! [scim) Cnacn6o, h Boc T&KXce. 

(A) Happy birthday! C AHeM po^KAeHiia! 

Many happy returns (of the day)! SKejiaio Bam .aojirux 
JieT >KH 3 HH! 

Congratulations on your coming-of-age. ['kAmiQ ov enfe] 
FIo3ApaB.iHio c coBepmeHHOJierneM. 

I wish you health, wealth, and happiness. [wi/...'heI0 
Veit)... hie pirns] /Kenaio BaM 3AopoBLa, 6jiaronojiyHHH n 
cnacTba. 

I’d like you to have this. 3to BaM. (o nojtapKe) 

This gift is for you. 3 tot no^apoK Bum. 

Let me offer you my congratulations on your success. 
[Dfe...sak'ses] (formal) Pa3pennrre no3ApaBi!Tb Bac c ycne- 
xom. (otlnn;.) 

Congratulations to all the winners. IIo3Apan.iaK> neex 
no6eflHTejieH. 

(My) Congratulations! rio3flpaBJiHK)! 


■ EVERYDAY L ANGUAGE 

Congratulations on your promotion, (formal) no3jpaB- 
jiaio c noBbimeHiieM no cjiy>K6e. (cm}>hu.) 

Congratulations on your marriage, (formal) rio3ApaB- 
jisio Bac c OpaKoconeTamieM. (o^m.) 

I wish you every happiness, (formal — at the wedding 
party) JKenaio cuacTta. (otjum. — na cBaAbfie) 

Thank you very much. Bo.Tbmoe cnacn6o. 

I congratulate you. your report’s very interesting. R no3- 
ApaBASio Bac. Bain jcokjisa 6mji oueHb Hirrepecea. 

TOASTS 

Cheers! [tfiazj 3a 3/iopoBbe! 

I drink (to) your health. Hbio 3a Bauie 3AopoBbe. 

Here’s to you. 3a Bac! 

Here’s to our cooperation! 3a name coTpyAHHuecTBo! 
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WRITING LANGUAGE 


What about your university? Let me know what you did 
in the summer. 

I’m looking forward to hearing from you. 


SAMPLE OF A BUSINESS LETTER 


The Principal 
Harvard Business School 
Cambridge 
Massachusetts 


10, Shevchenko St. 

Shakhty 

Rostov region 

Russia 

346500 

30th May 


Dear Sir, 

I am ... years old. I finished Rostov University in 2008. 
I am interested in ... and would like to apply for a place at 
vour school. I would like to work ... I look forward to hearing 
from you. * f ' ' r 

Yours faithfully. 


SAMPLE OF A PERSONAL LETTER 

20, Pushkin St. 
Shakhty 
Rostov region 
Russia 
316500 

15th September 

Dear Peter, 

Thank you very much for your letter. It was great to 
hear from you. 

You asked me about my university. Well, I'm happy to 
study here. My university is the best in iny city. It was 
founded in ... It has ... departments. I study ... 


Best wishes, 

Svetlana 

SAMPLE OF AN E-MAIL 

Hi! My name is Svetlana. Pm 19 years old. I’m from 
Russia. I am a university student. 1 study management. 
I like to go out with friends. I listen to hip-hop. I hope to 
make friends with you. 

My e-mail is svetlana@... 

ANNOTATION LANGUAGE 

The title of the article / text is... 3aronoBOK cTaTbn / 
TeKCTa... 

The article is titled... CraTba 03arjiaB.ieHa... 

The author of the article is... Abtop craTbH... 

The article was written by... OraTtH HanucaHa... 

The book was published in 2008. Kmira (btuia) ony6jin- 
KOBana b 2008 r. 

The article is about... B cTaTbe roBopuTca o... 

The subject of the article is... Teivia cTaTbu... 

The text deals with... B TCKCTe roBopnTcn o... 

The text is devoted/dedicated to... TeKCT nocB«meH... 

The article touches upon the problems of... B CTaTbe 
3aTparnBaiOTca npo6Jie\ibi... 

The main problems are... OcHOBUbiMK npo6jieMaMH hb- 
JIHWTCfl... 

The article is of interest to... CTaTba npeACTasjiaeT hh- 
Tepec A-ia... 

The article is intended for... OraTtn npeAHa3HauaeTCH /yia... 

SUMMARY LANGUAGE 

The structure of the article is as follows. CTpyKTypa 
CTarbn cjieAyKDin;aa... 

The article consists of four parts. CTaTba coctoht H3 
neTbipex uacTew. 
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The text comprises four parts. TencT coctoiit H3 neTbi- 
pex Hacreii. 

The first part describes... B nepBon nacTu ormcbiBaeT- 
cs... 

The second part reviews... Bo BTopoii nacTH .ae.iaeTca 
o63op... 

The third part shows that... B TpeTbefi nacTH noKa3biBa- 

eTca, HTO... 

The fourth part summarizes the results of... B ueTBep- 
toh T iacT 3 i odoomaioTcn pcayjiLTaTLi... 

The article presents a new approach to... B cTarbe upe#- 
CTaBJieH HOBblH nOJIXOA K... 

In this article, the author outlines... B stow c.TflTbe an- 
TOp onucbiBaeT b odmux uepTax... 

The author analyses... Abtop anaJiH3KpyeT... 

The analysis is based on... AHajni3 ocHOBan Ha... 

The author comments on... Abtop KOMMeiiTHpyer... 

The writer suggests/proposes... Abtop npeAJiaraeT... 

The article concludes with ail analysis of... OraTba 3a- 
BepiuaeTca aHa;in30M... 

In closing... B 3aKJiK> t ieHHe... 

The conclusion of the article reveals that... B 3aKJiK>He- 

HHH CTUTLII n 0 K 03 QFI 0 , UTO... 
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§ 1 . Word-Building (Oi 0 B 006 pa 30 BaHi/ie) 

CynjecTByioT cjieAyJonjHe cnocobbi c.T0Boo6pa30BaHna: 
a^MjniKcaima, KOHBepcnn, cjiOBOcjiOHceHHe. 

A. AcJJd)HKcaixnH — 3to o6pa30BaHue hob hi x cjiob ot yace 
cymecTByioiiieii ochobh iiyTeM iipiiOaBneHnn k Heft at|xl)iiK- 

COB (npIICTfiBOK H Cy(])(])HKCOB). 

K Da^KueiiuiiiM cy<})(})HKcaM cyipecTBUTejibHux othochtcb: 
-erf -or. worker — paoouHft, translator — nepeBOA^HK; 
-merit: government — npaBHTejibCTBo; 

- en.ee/-ance : independence — He3aBncHMocTb, reliance — 
AOBepne; 

irg: meeting — co6pamie; 

-ness: darkness TOMnoTa; 

-tion/sion: taxation — Hajioroo6jio>KeHne, decision — 
pemeHHe; 

- ist : economist — skohomhct; 

~ty: unity — camhctbo; 

- turc : future — 6yflym;ee; 
ec: employee — paooTaiomirii no naiiMy; 

-ant: shop-assistant — npoAaBen;. 

IIpnjiaraTenbHLie HMeior cneAyiomne cycjMfmKC u: 

-ous: famous — n3BecTHbm; 

able/-ible : comfortable — yAOOHbiii, possible — B03^o>KHbiH; 
-ful: beautiful — KpacuBbift; 

-al: economical — skohomhlih; 


-ic: economic — SKOHOMnuecKHn; 

-less: helpless — OecnoMomHbiii; 

-y: rainy — aojkajihbbih; 
an/: monetary — aghokhwh; 

-some: handsome — KpaciiBbin (o MyacunHe). 
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JJ,na rjiaronoB xapaKTepHbi caeayiomHe cy<J)(J)HKCBi: 
-ize/ isc: realize — pea/ni30BaTb; 

(i)fy: glorify — npocjiaBJiaTb; 
en: darken — 3aTeMHHTb. 

Cvc])c|3hkc npiinacTHH HacTOHiuiero speMeHH (Participle 

I) ing, nanpHMep, managing — ynpaBJiaiomnii. Cy(])(J)iiKC 

npn^racTHH npoinenmero speMeHH npaBmibHbix rjiarojioB 

(Participle II) ed, HanpHMep, fired — yBOJieHHMH. <I>op- 

mli npunacTHii npoineatnero BpeMeHH HenpaBHjibHLix rjia- 
tojiob caeayeT 3aynHBaTb. 

repyHAnS 0TJin i iaeTCH cy<M>HKCOM -ing, HanpwMep, 
reading — TreHHe. 

Miioriic napeHHH HMeiOT cytjx|)HKc - ly : slowly — Mefl- 
JieHHO. 

IIpncTaBKa re- 03Ha*iaeT noBTopuoc acHCTBHe n MonceT 
nepeBOXHTbca «nepe->: redo — nepeaejibiBaTb. 

B aHrjiHHCKOM B3biKe cymecTByeT HPcnojibKo oTpima- 
TejibHbix npucTaBOK, cpe.au hmx: 
dis~: discover — oTKpbiBaTb; 
un : unimportant — HeBa>Kni*iii; 

in-/im-/il'/ir-: inconvenient — HeyaodHuii, impolite — 
HeBe>KJiHBbiH, illiterate — HerpaMOTHtm, irration.nl — He- 
paitHOHa-ibHbiH; 

non : non-stop — 6e3OCTaHOB04HbLii; 

mis-: misunderstand — HenpaeiuibHo noHiiMaTb. 

B. KoHBepcHfl — 3 to o6pa30BaHice HOBoro cjiobq ot yxce 
cymecTByiomeH ochobbi nyTeM ee nepeocMbicjieHHa, 6e3 113 - 
MeEeHHa d>opMki, HanpHMep: 

a saw — inijia (cymecTBMTejibHoe) — to saw — nmiHTb 
(r.iarojr). 

B. CjiOBocjio>KeHHe — oto o6pa30Banne iiocoro cjiOBa 
nyTeM coeniiHeHHa abvx ywe cymeeTByioipHx ochob, Ha- 
npHMep: 

group (rpynna) + mate (TOBapHin)= grouprnate (oaho- 
rpynnHHK). 
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§ 2. International Words 
(Oiooa-miTepHai4fcioHajiM3Mbi) 

B aHrjiHHCKOM m pyccKOM HibiKax ecTb cnoBa, HMeiomne 
oanaaKO Bb,e «opHH. Tanne cjiOBa HaobiBaioTca iiarepHamio- 

HOJIbHblMH. O 3HaneHHIl T3KHX CJIOB JierKO AOraaaTbCE. 

HanpHMep, economics — sKOHOMHKa. 

Oahsko HeKOTopwe noxojKne cnoBa He coBnaaaiOT no 3na- 

HeHIIIO B pa 3 HbIX H 3 bIKaX. 

HanpHMep, magazine — xcypHaji. 

rio3TOMy b cjiynae 3aTpyaHeHHH peKOMeHayeTCii yTO*i- 
HHTb hx 3HaxeHHe no caoBapio. 

§ 3. Noun (Mma cymecTBUTe/ibHoe) 

1. Countable Nouns (IlcHHCJiaeMbie cyipecTBHTejibHbie) 
HcHHCJineMbie cycqecTBHTejibHbie HMeiOT (])opMbi eauH- 
CTBCHETOrO H MHOHCeCTBeHHOrO VHCJia. 

1. MHOxcecTBeHHoe uhcjio obbnmo oopa3yeTCfl nyTGM npit- 
coeaHHeHHH k (popMe eaHHcrBemioro 4HCJia OKOHnamm - s/es , 
KOTopoe npoH3Hocirrca [s] nocjie rjiyxiix corviaciibix, [z] noc.ne 
3BOHKHX corjiacHbix h [Iz] nocjic cn6iiJinnT0B [s, z, S, Z, G, C], 

HanpHMep, book — books [buks], head — heads [hedz], 
manager — managers ['majmcfcsz], page — pages [percfeiz] 

2. Mno>KCCTBeuHoe hhcjio cymecTBHTejibHbix, OKaHHH- 
Baiomiixca oyKBQMii -s, 88, -x . sh, ch, tch, o6pa3yercn npn no 
Montn OKOHHaHHH - es : 

boss — bosses fbosiz), branch — branches [ brcrntfiz] (ot- 
pacjib — oxpacjiH). 

3. Ecjih KOHenHOit 6yKBe -y npeamecTByeT corjiacHaa 6yi<- 

Ba, npH ofipaaoRaHHii MHO^KecTBeHHoro -y H3MenaeT- 

cx Ha -i 11 npn6aBj[neTCH OKOHnamie -es. 

HanpHMep, duty — duties ['djirtiz] (oCn3aHHOCTb — o6h- 
3aHHocTH), country — countries. 

4. Ecjih kohU^ihoh 6yKse -y npeamecTayeT macHaH, npn 
o6pa30BaHiin MHO>KecTBeHHoro TOCJia npnbaB.HHeTCH okoh- 
naHiie -s: 

day — days fdeiz], boy — boys [ boiz]. 
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5 . OSmuho MHOJKecTBeHHoe uhcjio cymecTBHTejibHbix, 
KOTOpbie OKaHMHBflFOTCH 6/KBOH -O. o6pa3yeTCB nyTeM npH- 
OaB^eHHH OKOHHaHHH -es. 

HanpHMep, cargo — cargoes ['ka.gguz] (rpy3 — rpy3bi), 
potato — potatoes [ps'teitauz] 

HcKJnoueHHa: piano — pianos, photo — photos, solo — 
solos ['saulauz], disco — discos [diskouz], radio — radio 
[reidiauz], motto — mottoes ['motauz], mottos (agbus — ^e- 
BM3bi), scenario [si' nu.ri^u] — scenarios [si noinauz] (n.rraH 
flencTHMn, cueHapnii — njiaHbi a^hctbkh, cneHapnn). 

6. y HeKOTopwx cymecTBiiTe.ibHbix, oKaHuiiBaiomHxcfl 
SyKBRMii -th [T] T OKOH'iaHne MHoxcecTeemioro hhcjio 03 boh- 
uaeTcn: 

bath [ba:0] — baths [bcuflz], path [pci:9] — paths [patdz], 
oath fauOl — oaths [audz] (KJiHTBa — KJiHTBbi). 

7. OKOHHaHne MHoxcecrBeimoro HHCJia cjiOBa house TaK 
>kg 03BOH*iaeTca: 

house [haus] — houses fhauziz]. 

8. Ec.ui cjiobo OKaiPiHBaeTcn byKBBMH -f / - fe . (popzvfa 
MHoxcec-TBeHHoro Hiicjia HMeeT OKOH^aHiie -ues. 

HanpiiMep, wife [waif] — wives [waivz], knife [naif] — 
knives [naivz], life [laif] — lives [laivz], shelf [je\f] — shelves 
[Jelvz] 

WcKJiiO'reHHn: chief — chiefs [l/i-fs] (HanajitHHK — Ha- 
Ha.ibHHKH); handkerchief — handkerchiefs [hzeijkatjifs] (ho- 
coboh nnaTOK — HocoBbie njiaTKH); safe — safes [seifs]; 
roof — roofs [ru:fs] (Kpbima — Kpbinrn); hoof — hoofs [hu:fs], 
hooves [hu:vz] (kodhto — Konbrra); scarf — scarfs [skuds], 
scarves ['skcrvz]. 

9. Cjiejyer 3ano\nmrL pa/t cym;ecTBiiTejibHbix, .viHo>KecTBeH- 
Hoe uhcjio Koropbrx o6pa3yeTCB He no oomeMy npaBHjiy: 

man [mam] — men [men], woman ['woman] — women 
['wimin], foot [fut] — feet ['fi:t], tooth [tu:0] — teeth [li:0], 
goose [guts] — geese [gits], mouse [macs] — mice [mais], louse 
[laus] — lice [lais], ox Inks] — oxen [ nksan] (6bik — Sbikh), 
cliild [tfaildj — children [ tjildrsn]. 
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10. d?opMa HCKOTopbix cymecTBHTejibHbix coBnaa,aeT a 
eaHHCTBCimoM ii Mno>KecTBcnnoM uhcjic: 

deer (ojiem, — ojieHH), sheep (OBi;a — obubi), swine, fish, 
trout (d>opejib — cJ)ope/iHj, works (3aBOj — 3aBoabi). 

11. CjieAyeT TaioKe 3anoMHHTb ({jopivibi MHOiKecTBeHHoro 
HHC.ia cymecTBHTejibHbix jiaTHHCKoro h rpeuecKoro nponc- 
xo^eHHfl: 

antenna [am 'tens] — antennae [sen'ieni:] aHTenna — ph- 

TeHHbl 

appendix [a'pendiks] — appendices [a'pendisitz] npujio- 

nveime — npnjiox<eHHB 

formula [famjula] — formulae [Totmjuli:] clmp^y^a — 
diopvry.Tbr 

datum [deitam] — data f 'delta] Aairaafl 3ejinunHa — 

ZiattHbie 

erratum [freitam] — errata [I'reito) oneuaTKa — oneuaTKn 
genius ['djitnjss] — genii £' ch;i:niar] nyx — ,ayxn 
nucleus [ njutklias] — nuclei ['njutkliai] n^po — aupa 
radius [reidias] — radii ['reidiai] paAnyc — pa,anycbi 
stimulus ['stimjules] — stimuli [ stimjulai] ct h m y .t — 

CTHMVJIbl 

crisis [ kraisis] — crises [ ' kraisirz] Kpn3nc — Kpn3HCbi 
ellipsis [flipsis] — ellipses [flipsitz] a.uiunc — ajumncbi 
thesis ['0i:sis] — theses ['Oisitz] Teaiic — Te3Hcti 
criterion [krai' tiorion] — criteria [krai tiorio] KpiiTepnii — 
KpHTepHH 

sanatorium l sama'tCKrmm] — sanatoria l sanatoria] ca- 
HaTOpHH — caHaTopMH 

phenomenon [fi'nnminan] — phenomena [iVnomina] bb- 
JIGHHe — HB.lGHHfl 

curriculum [ka'rikjulom] — curricula [ka'rikjub] y^e6- 
Hbiil njiaH — yuebHbie njiaHbi 

curriculum vitae ['vitlai] — curricula vitae aBTodnorpa- 
dmn — aBTo6Horpac])HH 

medium ['mitdiam] — media ['mitdio] cpe^cTBo — cpe^CTBa 
B pa3roBopHOxY aHr jhihckom H3biKe HeKOTonwe H3 bthx 
cymecTBHTejibHbix bo mhoxccctbchhoxi HMCJie Tanxce nMeioT 
OKonuaime s: formulas, antennas, sanatoriums. 
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II. Uncountable Nouns (HencHitcJiHCMbie cymecTBHTe/ib- 
Hue) 

HericHHcnneMLic cym;eeTBHTejibin>ie o6o3HauaK>T noHHTiin 
h npeAMeTU, KOTopbie Hejib3H nocuHT&Tb. K hum othochtca 
OTBJ ieqeHHwe cymecTBHTejibHbte ( freedom . management) n 
BemecTBeHHwe (iron, coffee). 

OObiHHo HeiicHiicJiHeMbie cymecTBHTejibHbie h rjiaroji 
nocjie uhx ynoTpeS.iaioTCH b cahhctbchhom HHCJie. Ohh co- 
neTaioTCH c Mecroif.MeHHHMH a lot. much, little, a little, some, 
any. HejicnncjineMbie cymecTBiiTeALnbie Tan>KC MoryT on- 
pejejiHTbCH npHTHHcaTejibHBiMH MGCTOHMeHHJiMH (my. his 
h t. .71.) h onpeAejieHHHM apTHK/ieM. #jiji o6o3HaueHHJT oawh- 
CTBeHHoro HHCJia Hcnojn»3yK)T cjiosa some, a piece of. 

HeHCHHCJiaeMbie cyrqecTBirrejibHbie He ynoTpednaioTCfl 
c HeonpeAe/ieHHbiM apTHKJiero h KOJiHnecTBeHHbiMH hhcjih- 

Te.lbHblMII . 

PeKOMeHAyeTca oopaTHTb DnnMarme na cjieAyiomHe cy- 
meCTB HT6JT b h bie : 

advice [dd'vais] — coBeT(bi), KOHcyjibTauHn 
information [ mfa meijan] — iiHcfropMamiH, cBeAGHna; 
ii3BecTJia , hoboctii 

intelligence [in telic^ans] — CBCAeiiiia, ii3BecTiia, hh- 
dJopManHH 

fruit [fru:t] — (]>pyKTbi 
furniture ['f3:nitfaj — .we6ejib 
knowledge ['nDlids] — 3HaHHH 
money ['m/vm] — A^Hbra 
news [nju:z] — hobocth, ii3BecTHH 
music [ niju:zik] — MV3biKa 

permission [pa' mi Jon] — pa3pemeHHe, no3BOJieHiie 
progress [prang res] — ycnexn 
work [W3:k] — paooTa 

My boss gave me a good piece of advice yesterday = My 
boss gave me some good advice yesterday. HanajibHiiK p.aJi 
MHe Bucpa xopouuiii coBeT. 

His advice is always good. Ero coReTM BcerAa nojie3Hbi. 
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§ 4. Degrees of Comparison 
of Adjectives and Adverbs 

(CreneHM cpaBHeHMfl npwnaraTe/ibHbix m HapeHMM) 

AHrjiiiHCKHe npii.naraTenbHbie u Hapeuwa nweioT nojio- 
>kht0 ji bHyio , cpaBHHTe.ibHyio h npeBocxoAHyio creneHH. 

OAHOcjio>KHbie npn^araTenbHbie h HapeniiH, a raK>Ke ABy- 
CJio>KHbie npn.iarareJibHbie, oKaHHHBaioinMecfl 6yKBa>m -y, 
er , -le. ow, hjih npiuiaraTeJibHbie c yAapemieM Ha nocjieAncM 
cjiore o6pa3VioT cpaBHiiTejibiiyio CTencnu nyTe.M npnoaBJie- 
hiia cy<|)<|)HKca -er. a npeBOCxoAHyio CTeneHb est. 


rio.io>KMicjibiian 

CpaniiHTe.iLiiuu 

llpeRoexoaiiaii 

creneiib 

CTeneHb 

ci cue hi. 

big 

bigger 

the biggest 

6ojiwiiom 

fiojibine 

caMbiit bo.ibiiioH 

hard 

harder 

(the) hardest 

TJnKC.’lblM. TXWCJIO 

THttC/lCC 

CSMUH TS'A'e.lIJH. 



Ts*e.iee Bccro 

happy 

happier 

the happiest 

cqacTJiiinuH 

CMacrmiBee 

CaMbllf CHaCIJIHBblH 



complete completer the completcst 

no.iHbiM nojiHce ca.vibifi riojiHbiii 



OcTanbHbie ABVCAOvKHbie n MHorocjio>KHbie npwjiaraTejib- 
Hbie, a TaK>Ke Hapenna, oKaHHHBaxomneca cycpcpnKcoM -ly. 
o6pa3yioT cpaBHirre-ibHyio n iipeBocxoAHyio cTeneHH nyTeM 
nocTaHOBKH cjiob more n (the) most hjih less n (the) least 
nepeA noAOJKHTC.ibnon CTcneiiLio. 


CpaBiiHTe.ibuaH 

CTCIlCHb 

IIpeBocxoiiiiaH 

CTCIICItb 

more useful 
nonc3Hee 

the most useful 

ca.Vblfl nOJlCJHblft 






















FI 0.10*11 le.ikiiaH 
CTeneiib 

Cpamiii iu.'iliijh 

CTeneiib 

rTpeBocxo/inan 

cTcucnb 

difficult 

Tpy^HblH 

more difficult 

rpyAHec 
less difficult 
\tenec rpyjHbiii 

the most dilficult 
cavfbiH TpyjHbiii 
the least difficult 
HaHMCHee rpv.'iHbiii 

modem 

more modem 

the most modem 

COBpe.MCHHblH 

coBpeMeuHee 
less modem 
\ienee coBpe.MeHHbiw 

caMt.nl coBpevieHHbifi 
the least modem 
HansieHee coapeMeHHhiH 

beautifully 

more beautifully 

most beautifully 

KpaCHBO 

KpaCHBCC 
less beautifully 
.vieHee xpaciiBo 

KpaCHBCC Bccro 
least beautifully 
HauMenee KpacitBO 


y HeKOTopux npmiaraTeJiLHbix 11 Haperaii cpaBHHTejib- 
Haa h npeBocxo^Haa CTenenii o( 5 pa 3 ytOTCH He no ooujhm npa- 
BHJiaM, Hanpniviep: 


llo.io>Kiire.'ibiin)i 

crenciiK 


CpaBiime.iLiiaH IIpeBocxo/tnan 

cieiKHi. creiiem. 


better ['beta] jiynuie (the) best jivmuihh. 

ayMiuc accro 


worse [W3:s] xyace 


many 

much MHoro 

more [mo:] oo/ibiuc 

most [maust] 
6ojn.iue Bcero 

little 

MaieHbKHH, M3JI0 

less [les] MCHM11C 

(the) least [list] 

COMUH MajlCHbKKH, 

MeHbiuc ncero 

far 

aajieKKii. jarieno 

farther [Tcnto] (the) farthest ['feudist] 

6onee cnmneHHbiH, eaMi.nl jaicKiiH, Aajibiuc Bcero 
najibiue 

(no paccroHHino) 

far 

further [To: da] |< the) furthest f'f3:dist) 

6o/iee oTnajieHHbiii |caMbili oxaaJieHHbiK 

(lIO BpCMCtlll) 

flajibHeHtuiiii. iia.'ib- jiajibHenuiMM. zi&iee Bcero 
me, AonojiHiiTCJib- 
Hbifi, zianee 

old 

crapMii 

older the oldest 

crap me cavikifi CTapuiHH 

(no Boipacry) 


CpaBHHieJihiiaH 


ripvuucxoaiiaM 



late 

n03AHHH, IIOJAUO 


cider (the) eldest 

CTapuic crapumri 

(b ce mlc, no no/Dtcnocni) 


later [leita] 


(the) latest [ leitist j 
CaMtIH riOVIHHH. 1103*0 Bccro 

(no bpcmchh) 


latter [land] the lasr [la:st] 

nocJiejiHMH ( hi AByx) caMLiH noc.ne;tHHH 
(no nODHJKV) 


§ 5. Basic forms of the verb 

(OcHOBHbie c|)opMbi rnaro/ia) 

B aHrjiHiicKOM H3HKC pa3JiHHaiOT 4 ocHOBHbix (|>opMbi 
rjiaro/ia: HeonpeAejieHHan (fropMa, npomeaniee npoerroe (hjth 
H eonpeAejteHHoe) BpeMn, npimacTne nponie^inero BpexieHit, 
npinacTiie HacTcmipcro BpeMeHH. 

1 . H eonpo^ejreHHa n (JiopMa (the Infinitive) OTBenaer na 
Bonpoc < Hto AGJiaTb? » . 

IIpn3HaKOM HeonpejtejieHiioii <lx>p.Mbt HBjiflercn naenma to. 

HanpHMep, to mark — oTMenaTb, cTaBHTt oTMerKy; to 
make flenaTb. 

2.0opMa npome/tmero Heonpe;tejieHHOro BpeMeHH npa- 
BH.ibHbix (cTaHitapTHbix) rjiaro.iOB o6pa3yeTCH npHbaBJieHH- 
eM cyclxbiiKca cd k ocHOBe rJiarojia: 

to mark — marked (otmcth/i). 

^opMa npotiieflinero Heonpe,ne;ieHHoro BpeMeHH (Past 
Indefinite) nenpaBmibUbix (HecTaimapTHbix) rjiarojioB on- 
pe^ejifleTcn no cjroBapio: to make — made (jtejiaji). 

3. npiraacTiie npoineainero BpeMeHH (Participle II) npa- 
Bii;ibHbix r.iaro.iOB o6pa3yeTca npn6aBJieHaeM cy$t})HKca cd 
h iieonpe^ejieHHoii (Jjopivie oe3 HacTHitbi to: 

to mark marked (oTMeneHHbiii). 

<£opMa npiinacTHH npoineAinero BpeMeHH HenpaBMJibHO- 

ro rjiarcuia onpe^ejineTCH no cjioBapio. 

HanpiiMep, to make — made (cAejiaHHbiii). 
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4. ripinacTue nacTonmero BpeMemt (Participle I) o6pa 
3yeTCB npitoaB-ieHneM cy<t>4>ifKca -ing k ocHOBe rjiarojia: 
marking — OTMenaiomHH. making (ztejiaiomiiH). 

List of Irregular Verbs 



(CnncoK HcnpaBH.ibHbix rjiarojion) 

Infinitive i 

Past Indefinite 


riepeBO/t 

arise [o’raiz] 

arose [o ravz] 

arisen [o'rizn] 

noaHHMaTbca 

be [bit] 

was [woz], 
were [W3:| 

been [bi:n] 

OKirb 

bear [be a) 

bore [bo:] 

bom [bom] 

poauaib 

beat [bi:t] 

heat [bi:lj 

beaten [’bi:tn] 

OHTb 

become 

became 

become 

cTaHOBintca 

[bi'kAm] 

[bi* keim] 

[bi'kAm] 


begin [bi gin] 

began [bfga?n) 

begun [bi'g.An] 

HamiHaiMcs) 

break [breik] 

broke [broik] 

broken 

['broekn] 

.lOMaib 

breed |bri:d] 

bred [bred] 

bred [bred] 

nopoictaTb, paiBojwn. 

bring [brig] 

brought [bro:t] 

brought [bro;t] 

lipilllOCHTU 

build [blld] 

huilt [blit] 

huilt [bill] 

erpoHTK 

bum [b3:n] 

burnt [b j:nt] 

burnt [b3:nt] 

roperb, wcMb 

buy [bat] 

bought [bo:t] 

bought [bo;t] 

noKymaib 

can [kien] 

could [kiid] 

— 

MO‘lb. MOiy 

cast [ku:st] 

cast [ka st] 

cast [ka:st] 

OTJUIBaib 

catch [ka?tj] 

caught [ko:t] 

caught [ko:t] 

noBirrb, cxuaTbmaTb 

choose [tju:z] 

chose [tfauz] 

chosen | tfoiznl 

ubionparb 

come [k.\m] 

came [keim] 

come [kAm] 

lipilXO.lMTb 

cost [kDSt] 

cost [kDSt] 

cost [kost] 

cToim. 

cut [kAl] 

cut [kAt] 

cut [kAt] 

pe'jaTb 

dcal[di:l] 

dealt [delt] 

dealt [delt] 

loproearb; hmci b /icjio; 

paccMarpiiBaib Bonpoc 

Jig [dig | 

dug [dAg] 

dug [dng] 

Konaib 

do [du:] 

did [did] 

done [dAn] 

xnm 

draw Idra:] 

drew [dru:] 

drawn [dnxn] 

ramiiTb. 'lepriiib. 
pneoB&rt* 

dream [dri:m] 

dreamt [dremt] 

dreamt [cremt] 

Bluer l bo cue, vtciraTb 

drink [drink] 

drank [drarrjk] 

drunk [drAgk] 

IlMTb 

drive [drarv] 

drove [drouv] 

driven ['drivn] 

BCTTH, THaTI. 

dwell [dwell 

dwelt [dwelt] 

dwelt [dwelt] 

OfrmaTb. 

ocraHaB-iiiBarbCJi 

eat [i:t] 

atc[ct] 

eaten f'htn] 

ecib. npumi.Maib mnity 
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Past Indefinite 


nmzEEaai 


feed [fi:d] 


fight [fait] 

11 nd [faind] 


felt [fell] 
fought [fa:t] 

found [faund] 
flew [flu:] 
forbade 
[fe'beid] 
forgot [fagot] 


freeze [ fri z] | froze [frauz] 


got [got] 

gave [geiv] 

went [went] 
grew [gru:] 
hung [h\i)| 
had [bred] 
heard [ha d] 
hid [hid] 


grow [grou] 
hang [ha*g] 
have [ha?v] 
hear [ln^] 
hide (hold) 


hold [hould] 
hurt [ha:t] 


know [nau] 


learn [bin] 


lend [lend] 


make fmeik] 
may [mei] 
mean [mi:n] 

meet [rni:t] 


hit [hit] 
held [held] 
hurt [hat] 
kept [kept] 
knew [nju:] 
laid [leid] 
led [led] 
learnt [l3:nt] 
left [left] 
lent [lent] 
let [let] 
lay [lei] 
lit [lit] 
lost [lost] 

madcfmeid] 
might [malt] 

meant [nient] 

met (met] 
aid [petd] 


fallen ['fain] 

najaiL 

fed [fed] 

KOp.MKTb 

felt [felt] 

HVBCI HOB31 b 

fought [fat] 

OOpOTbCB, CpawaTKCH 

found [faund] 

HaXOUHTb 

flown [flam] 

ncrarb 

forbidden 

3anpciuaTb 

[fabidn] 

forgotten 

3a6biBaTb 

[fagntn] 

frozen 

idMOpaAllBil lb 

['frauzn] 
got [gru] 

noiiynaTb; ci aHOBHTbot 

given [ givn] 

ZiaBarb 

gone [gDn] 

IbTTM, exaTb 

grow-n [graun] 

pact ii. Bbipauinuaib 

hung [H aq] 

BMCCTb, BCUiaik 

had [heed] 

HMCTb 

heard |h3:d] 

uibiiuaib 

hidden [ hidn] 

lipHTUTb 

hid Lhid] 
hit [hit] 

yaapnib 

held [held] 

nep»:an., BJiajerb 

hurt [ha:t] 

ytimOuTb. paHMTb 

kept [kept] 

jcpxcarb, xpainiTb 

known [noin] 

3H3Tb 

laid field] 

KiaCTL 

led [led] 

Deem. pyKoao.tinb 

learnt [b.nt] 

yHitTbca. ymaBaTb 

left [left] 

0CTaB;i*Tb, ycittarb 

lent [lent] 

ziaBarL B3ailMbi 

let [let] 

n03B0JlMTb 

Iain [letn] 

:icava i b 

lit [lit] 

3a*cm arb. ocneiuan» 

lost [lost] 

Tepaib 

made [meid] 

.iciiari.; lacTaB/wrb 

— 

Mory. viojkho 

meant [nient] 

3Ha4HI b. 

met [met] 

noapaiyMeBan, 

Bcrpe*iaTb 

paid |peid] 

ruiaTMTb 
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In finitive 
put Ipui] 

Past Indefinite 

put [putj 

Past Participle 
pul [put] 

riepeBoj 

KJiaCTb 

read [rid] 

read [red | 

read [red] 

MirraTb 

ride [ aid] 

rode [r acd) 

ridden I'ridnj 

e*jjutb 

ring [in)] 

rang [rsQ] 

rung [r aij] 

JBOHMlb 

rise [raiz] 

rose [rouz] 

risen 1 rizn | 

BCTaBaTb, nojiHHMaTbCJi 

run | r.\n] 

ran [ran] 

run [ r ,\n ] 

Ge/Kdib. yupaB.iHib 

saw [so:] 

sawed [sn:d] 

sawn [so:n] 

nnjiHTb 

say [sell 

said [sed] 

said [sed] 

roBopiiTb. cKamb 

see [si:] 

saw [so:] 

seen [si:n] 

BHXlCTb 

sell [sel] 

sold [sauld] 

sold [sauld | 

upnaanaTh 

send [send] 

sent [sent] 

sem [sent] 

iioebiJiarb 

set [set] 

set [set] 

set [set] 

ycranaBJiHBaTb 

shake [JeikJ 

shook [Juk | 

shaken [ Jeikn ] 

TpacTH 

shall [/ail] 

should [fud] 


AOSVKe H 

shine [Jain] 

shone [Jon] 

shone [J on] 

CHHTb. CBeTWTb 

show [feel 

showed | faud] 

shown [ faunl 

noKaibiBarb 

shut [Jat] 

shut [Jat] 

shut [Jat] 

laKpbiRaTi, 

sing [sin] 

sang [steijl 

sung [SA 13 ] 

nerb 

sit [sit] 

sat [scet] 

sat [sset] 

CHftCTb 

sleep [sli:p| 

slept [slept] 

slept [slept] 

cnatb 

speak [spi:k] 

spoke [spark] 

spoken 

[spaukn] 

roaopnTb 

spend 

[spend] 

spent [spent] 

spent [spent | 

TpaTHTb, npOBO/UITb 

spread 

[spred] 

spread [spred] 

spread [spred] 

pacnpocTpaHHTb 

stand [staend] 

Stood [stud] 

stood [stud] 

CTOHTb 

stick [stik] 

stuck [stAk] 

stuck [stAk] 

jiunnyrk, 

npmcieiibaibcji 

swim [swim] 

swam [swtem] 

swum [swAm] 

iumBaib 

take [teikl 

took [tuk] 

taken [teiknj 

OpaTb. BJHTb 

loach [ti:tj] 

taught [to:t] 

taught [ to: t] 

ooyiai b, yuiiTb 

tell [tel] 

told [tai'ld] 

told Itauld) 

paccKa'ibiBarb. 
cooGiuai l 

think lAipk] 

thought [03:t] 

thought [0 d:I] 

jtyviaTh 

tliiow [Oreu] 

threw [0rui] 

thrown [Oraun] 

KM/iaTb, Gpocaib 

understand 

understood 

understood 

noHUMaiL 

| Aiida'stcend] 

[ .\nda'stu:d] 

[ /\nda'stu:d] 


wear [wco] 

wore [wd:] 

worn [worn] 

UOCHTb 

will [will 

would [wud] 

— 

XOTCTb 

win [win] 

won [WAn] 

won |wAn] 

BbinrpbiBarb, 

uoGe^wtaib 

write [rail] 

wrote [rout] 

written [ ritn] 

uncarb 
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§ 6. Present Indefinite Active 
(HacTomuee HeonpenejieHHoe Bpeiwn 
ne^cTBviTenbHoro 3anora) 


IViarojibi a Present Indefinite Active HMeioT cjieAyjomne 
(JjopMbi: 


y TBCp/tHTCJI bl IbIC 

I (you, wc, they) 

+ V, 

nperuioJKeHiw 

He (she. it) 

+ V, (c)s ... 

Bonpocnrc.'ibHbie 

Do I (you, wc, they) 


npeaJio>KeHi« 

Does he (she. it) 



Who 

HsugdSI 


I (you, we. they) do not (don't) 

tv,... 


He (she. it) does not (doesn't) 

+ v,... 


Present Indefinite Active nepe^aeT o6bP£HHe, noBTopn- 
lOnpiecA AGHCTBna, o6inenpn3HaHHbie hcthhu h nocTOJiH- 
Hbie xapaKTepHCTHKH jiiOAeM, Bemen h hb.ighhh b HacToa- 
meM BpeMeHH. 

You run the factory very well. Bbi ynpaBJiaeie $a6pn- 
Koii oneHb xopoxno. 

Do you run a big factory? 

Who runs the factory? 

You don't run the factory property. 

My uncle heads a private company. Mon abah B03r-iaB- 

JISICT UaCTHyK) KOMnaHHIO. 

What kind of company does your uncle head? 

Who heads this company? 

My uncle doesn’t head this enterprise. 

§ 7. Past Indefinite Active 
(npoiueflinee Heonpene/ieHHoe BpeMR 
neticTBHTejibHoro 3anora) 


1’jiarojibi b Past Indefinite Active HMeior cneAViomiie 


■11 

npaBH-ibHbie rnarojibi 
HenpaBMJTbm.ie rjiaronbi 



Did I (you. he. she. it. we, they) 
Who 

swiiil; 

IXKZT'Wmc 


I (you ... ) did not (didn'i) 

+• V, ... . 


12. 3 m 327 
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Past Indefinite Active HcrrojihnyeTCH ajtji BbTpawcemfn 
noBTopatoiimxca aencTBiiii, nocJieAOBaTejibHOCTH aeiicTBHH, 
o^HOKpaTHwx ^eHCTBHH, oomenpn3HaHHbix hcthh h xapaK- 
TcpiicTHK /uo/jew h npeaweTOB b npome^mueM BpeMeHH. 

Mr. Brown appointed Mr. White Customer Service 
Manager. 

M-p Bpayu Ha3HaHHJi yi - pa yaiiTa MeHeAHcepoM OTflejia 
o6cJiy»CHBaHn« noicynaTejicH. 

Did the President appoint Mr. White Customer Service 
Manager? 

Mr. Brown didn’t appoint Mr. Priestly to this post. 

Who appointed Mr. White Customer Service Manager? 

The General Manager gave Mr. Blake promotion to 
management level after three years in this job. DiamiLiH 
ynpaBJifliomHM Ha3naniui M-pa BnenKa MeHe/UKepoM nocjre 
Tpex JieT paSoTw b KOMnannn. 

When did General Manager give him promotion? 

Who gave promotion to Mr. Blake? 

The manager didn't give Mr. Jones promotion last year. 

npuMenoHue. noBTopmomiiecn aeiiCTBHH b npom.’ioM bli- 
pa>KaioTCH TaKxte KOHCTpyKitHUMii used to [ju-st] + hhcPhhh- 

TIIB II would + HH(J)HHHTHB. B npeAJIO>KeHHaX, B KOTOpWX 
ynoTpeojiHGTcn KOHCTpyKmm used to + hh<|>hhhthb, #cii- 
CTBiia b nponuiOM nacTo npoTHBonocTaBJimoTCH AeucTBHflM 
b nacToameM. 

Paul used to smoke, but he doesn’t smoke now. IIoji 
icoraa to icypHJi, no cchmqc iic nypuT. 

When Tom worked in a bank, he would get up early. 
Korvia Tom pnGoraji b oanKe, oh oGwuho BcraBaji paHO. 

§ 8. Future Indefinite Active 
(By nyujee Heonpene/ieHHoe opeMn 
neMCTBMTe/ibHoro 3anora) 

FViarojibi b Future Indefinite Active hmciot cnenyiomiie 
r])OpMw: 

i 1 1 1 


YrHcpan rcjibHbic 

IipCJJIOA'CHUM 


+ V, .. 
+ V, ... 
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BoiipOLHIC.JLHt.lC 

npeAnoxcHiui 

Shall I (we) 

Will I (you. he. she, it. wc. they) 
Who will 

EH 

OTpiruarcaj.Hbic 

npCA-IOJKCHIOi 

I (we) shall not (shan't) 

1 (you. he. she. will not (won’t) 
it. wc. they) 

spjfiprM 1 


Future Indefinite Active nepenaeT oobiunhie, iiortoph- 
K)iuneca h uAHOKpaTHbie AeiicTBiia b SyAymeM. 

I’ll see you on Saturday at 10 a. in. yBHflH.MCH a cyGGory 
b 10 yrpa. 

When shall vve meet? Korvia Mbi bctpcthmcji? 

I shan’t L|n:nt] see him soon. SI He CKopo ero vbiijkv. 
My friend will graduate from the university in three 
years. 

Mon Apvr okouhht yuMBepcureT uepea 3 roja. 

When will he graduate from the university? 

Which of you will graduate next year? 

He won’t [wpunt] work for the company. 

§ 9. Future Indefinite in the Past (Active) 
(Bynymee HeonpepeneHHoe BpeMfl b npouienujeM 
HeftcTBMTeiibHoro 3anora) 


rjiarojibi b Future Indefinite in the Past HMetoT cjiesy 
wjunne cpoprvibi: 


YiBcpjuircjibHbje 

lIpCJLlOKCHHH 

I (we) should [Jud] 

I (you. lie. she. it, wc. they) would 
[wud] 

+ V'i™ 

+ V , ... 

Bonpociiie.rn.Hbie 
iipenji torch iw 

Should 1 (wc) 

Would I (you. he. she, it, wc. they) 
Who would 

Hi 

OipHuaTC.lbHNC 

npczuioHcemis 

1 (wc) should not (shouldn't) 

1 (you. he, she. will not (wouldn't) 
it, wc. they) 

+ V, ... 

+ v, ... 



Future Indefinite in the Past (Active) Rbipa>KaeT ovay- 
iune fleiicTBHH, o kotophx roBopmiocb b npoiiieAiireM. OGbro- 
HO 3TO Bpe.MH HCllU.'lbCiyeTCH B AOnO.lHIITeJIbHblX npHAaTOXI- 
HUX npeAJTOHCGHHHx, ecmi rjiarojibi b r/iasHbix npeiuoace- 
hh^x ynoTpefijiaioTCH b npomeameM upeMeim. 


12 “ 
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I didn't know that my business trip would be long. 

H ne 3H&n. hto moh KOMaHfliipoBKa GyaeT AOJiroft. 

I hoped that the director wouldn’t agree to the plan. 
H HfiAea-ica, hto AupeKTop He cor/racuTca c iuianoM. 


§ 10. Present Indefinite Passive 
(Hacronmee HeonpenenenHoe speiv/tn 
cTpaflaTenbHoro 3a/iora) 

Taaroabi b Present Indefinite Passive HMeroT cneAytomue 
cjjop.Mbi: 


YTBcpaMTC.ibHwc I am 

npen.-io3Kci«t«x You (we. they) are 


He (she. it) 



BonpocHie-ibHbic 

npcaaoxcHiifl 


OrpHitareabHbic 

npcAiioKCHHx 



You (wc, they) 
He (she. it) 


am not ('m not) + V 3 

are not (aren't) + Vj 

is not (isn't) + V 


Present Indefinite Passive rrepe/taeT ofihiHHhie, noBTopn- 
toiuiiecn zt6HCTBiifl, KOTopbie coeepinaioTCfl no ornomeHmo 
k noA-ne/KameMy b HacToameivi Bpe.weHii. 

Negotiations are held before signing contracts. Ilepero- 
Bopw npoBOflflTCH nepea noAniicanneM KOHTpaKTOB. 

Where are talks usually held? Tfle oobiHHo npoaoAHTCfl 
neperoBopw? 

Who are generally invited to such conferences? Koro 
odbiHHo npiiraamaiOT na Tanne KOHcjjepeHUHH? 

Important documents are not kept by the secretary here. 
3Aecb cenpeTapb He xpamiT Ba>KHbie AOKy.MeHTbi. 

§ 11. Past Indefinite Passive 
(ripoujeflujee Heonpefle/ieHHoe Bpetvifl 
cTpanaTenbHoro 3anora) 

rViaro.ibi a Past Indefinite Passive H.weiOT cncAyiomne 
(J>opMbi: 


yiBep^wreatHbic 

llPC;U10>KCHH>t 


Bonpociircjibiibie 

npCAJIOWCHMH 


OTpHUaTCJlbHUC 

npCXIOvKCHMH 


I (he, she. it) 
You (wc, they) 


Was I (he, she, it) 
Were you (we, they) 
Who 


was (were) 



1 (he. she. it) was not (wasn’t) + V 3 
You (wc. they) were not j + V 3 . 

(weren't |w3:nt|) 


Pasi Indefinite Passive Bbipa^aer oowHHbie, iiobtophio- 
miiecn ii oAHOKpaTHbie ashctbiih, KOTopbie coBepinajmcb no 

OTHOLiieHUK) k noAJieHcameMV b nponuiOM. 

Mr. Smith was invited to dinner at Mrs. Green’s house. 
M-p Cmht obi.i npurjiameH na ooeA b aom mucchc TpiiH. 
Was Mr. Smith invited to dinner? 

Who was invited to dinner? 

I wasn't invited to the party. 

The customers were asked to come in. noKynaTe.neu npii- 
rjiacn.ni bohth. 

Were the customers asked in by the secretary'? 

Who were asked in? Koro npurjiacujiH bohth? 

The customers weren’t asked in, they had to wait for 
half an hour. noKynarejieH He npumaciuiH bohth, hm npu- 
niJiocL ucAaTb b TCHCiiue naca. 


§ 12. Future Indefinite Passive 
(Byaymee Heonpeae/ieHHoe Bpetvm 
cTpaaaienbHoro 3anora) 

PnaroAbi b Future Indefinite Passive H.MeiOT cjieAyK>mne 
(l)op.Mbi: 


I (wc) shall be 

I (vou. he. she. it. wc. ihcv) w ill be 


Shall I (wc) he 

Will I (you. he, she. it, we. they) be 

Who will be 


I (we) shall not (shan't) be 

I (you, he. she. it, wc. they) 

will not (w on't) be 


Bonpocitrcubiibic 

npeiioacemm 


OrpimaTc.ibiibic 

upexioaiCHHs 
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Future Indefinite Passive riepe^aeT AeiiCTBHfl, koto- 
pue 6 yAyT coBepniaTbCH no OTHomeHiiio k noAJie^KanjeMV 
b oyAyme.M. 

I shall be met at the airport by my counterpart. B aapo- 
nopry Mena BCTpeTifT KOJi.iera. 

Where shall I be met? I shan’t be met at the airport. 

Mr. Grey will be invited to the party by Mrs. Gill ([gilj). 

Mmcchc Fii.iji npnrjiaciiT Ha Beaep M-pa Tpen. 

Who(m) will Mr. Grey be invited by? 

Who will be invited to the party? Koro iipiirjiacnT Ha 
seuep? 

This man won’t be invited to the party. 3 Toro uejioBeKa 
He npiirnacHT Ha Benep. 

§ 13. Future Indefinite in the Past (Passive) 
(Bynymee HeonpeaeneHHoe Bpervui 
b npoujefluueM CTpaflarenbHoro 3anora) 

rViaro.iM b Future Indefinite in the Past (Passive) HMe- 
k)t aaeAyiomne chop.MLi: 


V TBCp.lUTC.I I.HHC 

npCJUIOKCHMS 

Bonpcc»iTe;iuu.ic 

npc^ioiKeHiis 

OipiiuaiejiLiibic 

npexio^emifl 



Future Indefinite in the Past (Passive) nepe^aer b noBe- 
CTBOBaHiin o npomezuneM aghctbhh, KOToptie OyayT coBep- 
LiiaTbca no orHotneHJiKj k noA-aoKameMV b GyAyme.M. Oohhho 


3 To opervia ncnojib 3 veTca b AonojiHHTejiBHbix npiiAaTOHiibix 


npeA-no>KeHiiHx, eejm marojiti b maBHLix npea.iojKeminx 
ynoTpeo-iaiOTCH b nponieAineM BpeMeHii. 
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We thought that the contract wouldn’t he signed soon, 
but we were mistaken. Mu AyMajm, uto KOHTpaKT He 6 yaeT 
CKopo noAnncan, ho ouinojnicb. 

I was informed that our delegation would be met at the 
airport. MHe coo 6 miiJiH, uto Eamy Ae-neraiuno BCTpeTflT b 
aoponopry. 


I 

am 

You (we. they) 

are 

He (she. ii) 

is 

1 

you (wc. they) 
he (she. il) 
Who 

is (are) 

I 

am not 

You. (we. they) 

are not (aren't) 

He (she. it) 

is not (isn't) 



§ 14. Present Continuous Active 
(Hacrojunee aJimenbHoe Bpervta 
nencTBMTenbHoro 3a/iora) 

rjiarojiLi b Present Continuous Active hmciot cjteAyiomHe 
(bopxTLi: 


yiBCpaHTCJJbHWC 

npe;iflOyKCHItH 


BoiipociiTejibiiue 

npcnaovKCHHH 


OrpHuarc/ihHwe 

lipe/UIO/KCHIIH 


Present Continuous Active nepeAaeT AJiHTejtLHnre a^h- 
ctbhh, npoiicxoAsnuie b momcht peun h b HacTOJimnn nepn- 
oa, a Tan»<e 3 an.iaHnpoBaHHLie neHCTBiia b oyAymeM. 3 to 
BpewH, npoMe Toro, ncno.nb3yeTCfl ajih OMouHOHanbHoro bu- 
paa<eHHH noBTopatomiixca achctbhh b HacTOHipeM. 

I’m looking for the secretary. H mqy cenpeTapa. 

Who(m) are you looking for? 

Who is looking for the secretary? 

I’m not looking for the programmer. 

We’re working at a new project this month. 

B crroM \iecaue mu paooTaeM HaA hobum upogktom. 

They are seeing eacli other regularly. Ohm pery.iapHo 
BCTpeuaiOTCH . 

I’m not hearing from him at all. 51 coBceM He nonyuaio 
OT Hero II3BeCTHH. 
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I’m going to study management in the USA. H coOnpa- 
K)Cb H3ynaTb MeEea)KMeHT b CIIIA. 

Are you doing anything special tonight? Bti oueHt 3a- 
HHTti cero^HH BeuepoM? 

1 am always thinking of you. H Bcenna o Tede nyMaio. 

§ 15. Past Continuous Active 
(ripoiueamee nn^Te/ibHoe spervm 
fleMCTBMTenbHoro 3 anora) 


rViaronbi b Past Continuous Active hmckjt cjieAyioinHe 
chop.Mbi: 


yTBepnifTe.ibHtie 

npe.bioxeHiM 


I (he, she. it) 
We (you. they) 

was 

were 

E£3£3 

ESSfrJ 


Was 

Were 

ESPS3E55J 


HgEg 

OipmiaiciibHbic 

npemo-zKOHHfl 

■ 

1 (he. she. it) 
We (you, they) 

was not (wasn't) 
w ere not 
(weren't) 

+ V, ing 
+ V, ing 


Past Continuous Active nepe^aeT .anHTejibHwe nencTBifff, 
npoTeKaBnme b onpeflejieHHbiii momcht h.th nepnon b npo- 
iujiom, a TaKvKe abu AAHTe.ibHbix AeiicTBua, nponcxomiB- 
nine OAHOBpeMeHHO b npouuioM. 3 to BpeMH, Kpo.Me Toro, 
ncnojib3yeTCE a-k* OMOitiionajrbiioro BLipa>Kemin noBTopa- 
toiipixcn achctbiih b npomeAineM. 

What was the typist doing when you entered the room? — 
She was typing a letter. Hto ne^a^a MarunmicTKa, xoraa Tbi 
BOiue/i? — OHa nenaTajia rmcbMO. 

This time last year I wasn’t living in Rostov. H He >khji 

B PoCTOBe B 3T0 BpCMH B npom.AOM TOAy. 

They were having breakfast at 8 o’clock. Ohh 3aBTpaKa- 
jih b 8 uacoB. 

We were examining the documents all day long. (= We 
examined the documents all day long.) Mbi Hayua.m Atwy- 

MeHTbl Becb AeHb. 

It was raining the whole day. (= It rained the whole 
day.) Becb Aem, men no>KAb. 
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While I was looking through the mail. Miss Lonsdale 
was making coffee. IIoKa a upoc.MarpnBa.1 nonry, mhcc JIohc- 
Aeix-i BapiiAa KO(j>e. 

She was constantly grumbling. Ona bghho Bopua/ia. 

He was always shouting at his subordinates. Oh Bcerga 
Kpnuaji Ha noAHHHeHHbix. 

§ 16. Future Continuous Active 
(Eygymee A^MTenbMoe BpeMH 
AeticTBMTenbHoro 3anora) 

rjiarojibi b Future Continuous Active hmpiot cjieAyJou^ne 
cpop-Mbi: 


yTBepjurre.n.nwe 

npen-'ioweHiui 

I (we) 

I (you. he. she. 
it, we, they) 

shall +■ be 

will + be 

+ V, ing... 
+ V, ing ... 

Boiipocme.'ibHbic 

Shall I (we) 

+ be 

+ V, ing ... ? 

npC.TIOWCHHH 

Will I (you, he. she. 
it. we, they) 

+ be 

+ V, ing ...? 

Oi pimaTe-ibHbie 
npcAiosKeHMa 

I (we) shall not (shan't) be 

I (you, he. she, it, wc, they) 

will not (won't) be 

SR® 


Future Continuous Active o6oaHaHaeT A-rcuTe.ibHbie Aeii- 
ctrrh, KOToptie 6yAyr nponcxoAHTb b onpcAejieHHbin mo- 
MeHT hah nepuon b 6yAymeM. 

I shall be working at 1U o’clock. Don’t disturb me, please. 

^ oyAy paGoraib b 10 HacoB. He oecnoKOHTe MeHH. no- 
H<a.TyncTa. 

Where will you be staying in London? — We’ll be staying 
with our friends. 

Iae Bbi ocraHOBHTecb b JIoHAOHe? — Mti ocTaHOBiiMcn y 
nainnx Apy3eii. 

They won’t be hiring other people. Ohh He 6 vavt npn- 
HHMflTL Ha paooTy Apynxx AJOAeu. 
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AHITIUliCKUt* EAKAflABPOB MEHEflJKMEHTA ■ 


§ 17. Future Continuous in the Past 
(Bynymee fljiMTenbHoe speMR b npouiefluueivi) 

rjiarojiu b Future Continuous in the Past HMeiOT cjieny- 
lonute (Jdopmh: 


VTHep.aHic/iKHwc 

lipcVUOJKCHHH 

I (We) should + be 

I (you, he. she, would + be 

it, wc, thev) 

a gga 

BonpOCHTCJIbHblC 

npCJLIOvKCHJlH 

Should I (we) + be 

Would I (you. he. she. + he 

it, we, they) 


OTpMuaTejibiiLie 

npciUoxceHna 

I (we) should not (shouldn't) +be 

1 (you. he. she. it, we, they) 

would not (wouldn't) +bc 

+ V, mg... 
+ Vi ing... 


Future Continuous in the Past nepenaeT b noBecTBOBa* 
huh o npoinenmeM AJiiiTejibHbie achctbuh, KOTopbie 6yayT 
nponcxoAHTb b onpeflejieuubiii momcut hjih ncpiioa b 6yay- 
IU6M. 06bIHHO 3T0 BpeMH HCIIOJIb3yeTCa B .flOnOJIHHTeJIl.HUX 
npiiAaTOUHbrx npennoKeininx. ecnu rjiarojibi b rnaBHbix 
npe/uioHteHHHx ynoTpe6jiniOTCfl b npomemneM BpeivieHH. 

The manager said that he would be looking through the 
mail at that time. ynpaBJiaioinHH CK03aji, hto oyflCT npo- 
cMaTpiiBaTb nouTy b oto BpeMJi. 

He answered that he wouldn’t he working at 5 o’clock. 
Oh OTBemn, uto b 5 nacos He 6y.neT pa6oTa*n>. 

§ 18. Present Continuous Passive 

(HacTORUjee pnuTenbHoe BpeMR 

cTpanaTe/ibMoro 3anora) 


Fjiarojibr b Present Continuous Passive HMeioT cjieny- 
iomiie c))opmh: 


V’rnepjiMTCJibHbic 

npCXlOJKJHMH 

I am being 

You. (wc. they) are being 

He (she. it) is being 

+ V,... 
+ Vj- 
+ Vi«. 

BonpocirrejibHLie 1 
lipe.XlO/KCHMH 

Am 1 being 

Are you (we. they) being 
Is he (she. it) being 

What (Who) is (are) being 

+ V,...’ 
+ Vj...? 
+ v 3 ...? 
+ V,...? 
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OTpHIiaTC.ll.HbIC 

I am (I'm) not being 

+ V 3 ... 

npCAHO>HCHMa 

You. we. they are not being 
(aren't) 

+ Vj... 


He (she, it) is not (isn't) being 

+ v,... 


Present Continuous Passive o6o3HauaeT AjmTejibHbie .aeii- 
ctbhh, coBepuiaeMbie no OTHomennio k nojuiexcameMy b mo- 
MeHT penn hjih b HacTonmirii nepKon. 

The prices are being investigated by the experts. UeHbi 
H3yHaiOTCH DKcnepTa.MH. 

Who(m) are the prices being investigated by? 

What is being investigated by the experts? 

The market is not being investigated by the experts 
properly. Pmhok He nccJienyeTca oKcnepTaMii aojukhum o 6- 
pa30M. 


§ 19. Past Continuous Passive 
(npoLuegmee gmue/ibHoe Bpervm 
crpagaTenbHoro 3a/iora) 

rjiarojibi b Past Continuous Passive mvieioT cjie^yioEqiie 
d)opMLi: 



OrpMnaTt.ii.Hwc I (he, she. it) was not being + Vj... 

rcpcxiojKCHHa (wasn't) 

Wc (you, they) were not being + V 3 ... 

(weren't) 

Past Continuous Passive BwpavKaer AJiHTeiibHbie aeii- 
CTBiijT, KOTopbie coBepinajmcb no OTHomeHiuo k noAJiewa- 
nte.Aiv B onpc/iejieHHbrii MOMeHT hjih nepiioa b nponuroM. 

The documents were being studied by the experts when 
the customer arrived. floKy.\ieHTbi H3yuajincb 3KcnepTa\ui, 
Kor^a npnuieji noKynaxejib. 

These problems were not being discussed at the meeting 
at that time. B to BpeMH na coBemaHini oth npoojie.Mbi ae 
oocyacAajmcb. 
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What measures were being taken by the leadership? Ka- 
KHO Mepbl npi! HHM3J1MCK pyKOBOACTBOM? 

This salesgirl was always being complained of by the 
customers. Ha ary npo^aBimmy scerja axaiiOBajiHCb nony- 
naTejiH. 

§ 20. Present Perfect Active 
(Hacromijee cosepmeHMoe epervin 
aeMCTBHTenbHoro 3aiiora) 

rjiarojiM b Present Perfect Active hmciot c;ieAytoLU,ue 
(|)opMbi: 


YTBepaifTCJibHLie 

lipe/L’KNKCHHH 

I (you. we. they) have 

He (she, it) has 

aa 

BonpOCHTC.TbHl.IC 

npeiinowcHHs 

Have T (you. wc, they) 

Has he (she, it) 

Who lias (have) 

IIS* 

OTpHlUTTCnUlWC 
fipC/UlC»KCHHH 

1 (you. we, they) have not (haven't) 
He (she. it) lias not (has't) 

|+v 3 ... 
[+ v 3 ... 


Present Perfect Active BLipayKaeT coBepmeHHbie Aen- 
ctbjiji, iimciou^iic ana^enne A-^n roBopnmoro b nacTonmeM 
BpeMeHW, h fleiiCTBHH, KOTopure Ha^annct b npomuoM h npo- 
AOjnKaioTCfl no HacTOHinero BpeMenw. 

Have you done the work yet? — Yes, I have already 
done the work. No, I haven’t done the work yet. Tbi yace 
Bbino.THHJi pa6oTy? — fla, h v^Ke bmiiojihhji pa6oTy. HeT, a 
eme He BbinojiHHJi pa6ory. 

Has he ever been to London? — Yes, he’s been to London. 
No, lie’s never been to London. Oh Koraa-HwSyAfc 6 mji b 
.TI oHnoHe? — fta, oh y>Ke 6 hji b JIOHAOHe. HeT, oh HiiKoraa 
He 6 hji b JIoHAOHe. 

How long liave you known Mr. Brown? — I’ve known 
him for quite a long time. Ckojibko BpeMemi tbi shakom c 
M-poM BpavnoM? — H 3Haio ero aobojibho abb fto. 

Who has sent the letter? — The secretary has. Kto ot* 
npaBHJi nnc&Mo? — Cenperapb. 
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§ 21. Past Perfect Active 
(npotueaiuee coBepineHHoe BpeMn 
peMCTBUTenbHoro 3anora) 

Tjiarojibi b Past Perfect Active iimoiot c.neAyiomne c])op.wbi: 


I (you, he, she, it, we, they) liad + V 3 ... 




Past Perfect Active nepe^aeT ackctohji, coBepmeHHbie 
k onpeAeneHHOMy Mo.veHTy b nponuiOM, h aeiicTBHH, HauaB- 
rnnecs b oawh MOMeHT b nponuiOM h npoAOJi>KaBiiraecn ao 
Apyroro MOMeHTa b nponuiOM. 

We had finished the work by 4 o’clock. Mbi aaKOtr-nuiH 
paboTy k 4 uaca.M. 

Had the manager written the letter when he was called 
to the director’s office? Harmcaji jm ynpaRAHKWiHM rmch- 
mo, Korfla ero Bbi3Bajin b KabHHeT AHpeKTopa? 

We had had the talks for two months before the contract 
was signed. Mm Be.ni neperoBopu b Tencmie flnyx mgchacb, 
npe^Ae veM kohtprkt 6i»rji no AmicaH. 


§ 22. Future Perfect Active 
(Byflymoo coocpiucHHoe speMB 
ne^cTBMTenbHoro 3anora) 

rjiarojiu b Future Perfect Active hmciot c/ieAyiomiie 

(|)opMLi: 


y TBep^HrcatHbie 
npenJiojKenHa 


I (we) 

shall (Ml) + have 

+ v 3 ... 

I (you. he. she, 
it. wc. they) 

will (’ll) 4- have 

+ v 3 ... 


OrpnnaTenbHbtc 

1 (wc) shall not have + V 3 ... 

npe/yioaveiiKH 

(shan't) 


i (you. he. she, will not have + V v .. 


it. wc, they) (iioa't) 
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Future Perfect Active o6o3H2HaeT /tencTBHH, KOToptie 
Gvavt 32BepiueHbi k onpe^enennoMy MOMeHTy b oyaymeM, 
njui aeiicTBHfl, KOTopue Hamumcb b npom/ioM h 3aBepmaT- 
cn k onpeitejreHHOMy MOMeHTy b 6yAymeivi. 

Come to our place on Friday. My parents are giving a 
party. They will have been husband and wife for fifty years 
by the 25 th of December. IIpixxoAn k hsm b naTtmuy. Moh 
poAHTC/ni ycTpan3aioT senep. 25 AGKaopa hciiojihhtch 50 .ieT 
c Tex nop, kuk ohh no>KeHn:nicL. 

I think the meeting will not have finished by the time 
you get there. JlyMaio, coBemaHiie He 3aKorraiTcn k TOMy 
Bpe.MeHH, KaK tbi ryaa Aodepembca. 

Will the book-keeper have submitted the account by the 
end of the month? Byxra.iTep npeACTaBHT othct k KOHuy 
Mecaita? 


§ 23. Future Perfect in the Past (Active) 
(Bygymee coBepujeHHoe BpeMH b npoiuefliueM 
flei/icTBiiTenbHoro 3anora) 

rjiaro.TLi b Future Perfect in the Past iimciot cjie,n;yioinHe 
cl^opMbi: 


YuscpAH rCJIbH MC 
npe/yioxeHHH 

I (wc) should ('d) + have 

I (you, he, she, would (’d) •+ have 
ii, we. ihev) 

BonpocirrcjibHbic 

npejinoxemiH 

Should I (wc) + have 

Would 1 (you. he. she. + have 

it, wc. they) 

OrpHiiarenbHue 

lipeiUlOXCHMS 

I (we) should not have 

(shouldn't) 

1 (you, he, would not have 

she. it. we, they) (wouldn't) 



Future Perfect in the Past Btipa>Kaer b iiOBecTBOBaHUM 
o npomeAme.M KOTopwe 6yayT 3aBepineHi>i k on- 

peAejiemioMy MOMeHTy s OyaymeM. 05bnmo oto bpcmji hc- 
no.TLoyeTcn b AonojmiiTe.rit.Hbix npn,aaTouHbix npeAJiottceHir- 
hx, ecjm iviarojibi b rjiaantix npeAJiOKeHnax ynoTpnfj.unoT- 
cfl b npomezuneM upeMOHii. 
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The chief accountant wanted to know if his subordinates 
would have finished the account by Friday. rjx&BHBiix 6yx- 
ranTep xoTe/i 3HaTb, 3aK0HuaT jih ero noTpmHeHHbie otmct k 
nnTHHue. 

The clerk said that he wouldn’t have done the work by 
his chief's coming. CjiysKaiijHH CKa3an, uto ne c^eJiaeT pa 
6 otv k npHe3gy Ha^rajibHHica. 

§ 24. Present Perfect Passive 
(HacToaujee coBeptucHHoe opcMa 
CTpanaTenbHoro 3anora) 

Tnarojibi b Present Perfect Passive HMeioT cjie/jyiomiie 

4)opMbi: 


y TBCpitUTC.lLHUC 

npe>xno*CHHJi 

f (you, wc, they) have been 

He (she. it) has been 


Have I (you. wc, they) been 

Has he (she, it) been 

OTpHuarenbHbte 

npc^lOKCHIlH 

1 (you, we. they) have not been 
He (she, it) has not been 



Present Perfect Passive noKa.ibmaeT, uto no ornoine- 
hhk> k noA.ne>KameMy coBepiumiHCb AeHCTBnn, HMetomne 3Ha- 
HeHne zt.ia rouopmuero b HacTomn;eM apeivieHH. 

They’ve been invited to the party by Mr. Smith. Hx 
npiimacim na Benep M-p Cmht. 

Has the letter been typed? Not yet. HiicbMo nanena- 
TaHo? — Eme HeT. 

The letter hasn’t been typed yet. rincbMO eme ne nane- 
HaTaHo. 

Who has been sent to my office? Koro nocjiajiu ko mho 
b 0 C))HC? 


§ 25. Past Perfect Passive 
(ripoujenuiee coBepineHHoe BpeMa 
crpaflare/ibHoro aanora) 

Tbiaram b Past Perfect Passive iimciot cjienyiomne <]jop.\ibi: 


l (you, he, she. 
it, we. they) 


had been 


















Had 1 (vou. he. she. 

been 

it. we, they) 


1 (you. he. she. 

had not been 

it. wc. they) 

(hadn't) 


Past Perfect Passive noKa3biBaeT, hto no OTHOineHHio k 


no^Jie/KameMy k onpefleneHHOMy MOMeHTy b npomnoM co- 


BepmujiHci* KaKne-/iHoo Aeu ctbhb . 

The new equipment had been installed by the end of the 
year. HoBoe odopyaoaaHHe GbtJio ycTaHOBJieHO k kohuv roAa. 

The partners hadn’t yet been informed by that time. K to- 
My BpeMGHH napTHepr*i em;e He 6ujih nponH^opMupoeaHti. 

Had the programme been worked out by the opening of 
the conference? Bbi.na jih nporpaMMa pa3pa6oTaHa k Hana-iy 
KOHt|>epeimiiii? 


§ 26. Future Perfect Passive 
(Byayujee coBepmeHHoe Bpervm 
cTpaqaTexibHoro 3anora) 

rjiarojiBi b Future Perfect Passive HMeiOT cjieAywmne 

(JjopMbi: 


yrBcp.aiircabHbic 

npennovKCHMH 


I (we) shall ('ll) have been 

I (you. he. she. will ('ll) have been 

it. we. ihey) 


+ Vj... 

+ Vj... 


Boiipocurcjibiibie 
IipCiLI OyKCK HR 


Shall I (wc) 

Will I (you. he. she. 
it. we. they) 


ha\c been 
have been 


+ V 
+Y\ 


OrpnuareakHue 

npeano>KeH»H 


I (we) shall not (shan't) have been 
I (you, will not (won't) have been 

he. she, it, we. they) 


+ V,- 


Future Perfect Passive riOKa3biBaeT, hto no othoiughhio 
k noj.ie>KameMy k onpeae;ieHHOMy MOMeHTy b GyaymeM co* 
BcpuraTcn KaKne-/in6o aeftcTBHH. 

The documents will have been sent by the birst of 
January. ^oKyMeHTu SyAyT OToejiaHLi k 1 HHoapn. 

The contract won’t have been prepared by that time. 
KoHTpaKT He 6yaeT noAroTOBJieH k TOMy BpeMeHii. 

Will the money have been transferred by the birst of 
June? Byflyr jih aem,rn nepeBCACHU k 1 iuofih? 
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§ 27. Future Perfect in the Past (Passive) 
(Bynyujee coBeptueHHoe BpeMsi b npomeflineM 
CTpaqarenbHoro 3anora) 


rjiarojiBi b Future Perfect in the Past (Passive) HMeiOT 
c.ieAyiomire cjjopMw: 


V TBepjurrcjikH u e 

Iipeil/lOMCeHMR 

1 (we) should ('d) have been 

I (you. he. would ('d) have been 
she, it. wc. they) 

+ v 3 ... 
+ Vj... 

BonpocHTenbHbie 

npeiuio*eHMJi 

Should I (we) have been 

Would I (you, he, she, have been 
it, we, they) 


OTpimarc.'ibHbic 

npeA/io>KCiin« 

1 (wc) should not have been 

(shouldn't) 

1 (you, he, she, would not have been 
it, wc, they) (wouldn't) 

+ V 3 .... 
+ Vj ... 


Future Perfect in the Past Passive Hcno^t3yeTcn b no- 
BecrBOBaHirax o npomejuueM h o6o3HauaeT, hto no oraoiiie- 
Hino k noAJie»vame.My k onpeAejieHHOMy MOMeHTy b oyAy- 
me.M coBepinaTca KaKiie-.moo achctbhh. OGmuho oto Bpe.Mfl 
Hcnoab3yeTca b AonojmiiTCJii»Hbix npimaTOHHbix npefl.ioyKe- 
HHJix, ecjiH raarojiu b rjiasnux npeAJio>KeHHHx ynoTpeo-ia- 
JOTCH b npomeAnie.M BpeMeHii. 

The manager said that the goods would have been 
delivered by the 10th of October. MeHeAwep CKa3aji, hto 
TOBapu oyAyT AOCTaBJieHbi k 10 OKTxGpn. 

We thought the task wouldn’t have been fulfilled on time. 
Mbi AyMaJiH, hto 3aaaime He 6yaeT BhinojmeHo BOBpeMH. 

§ 28. Present Perfect Continuous 
(HacTomqee coBepuieHHoe AJime/ibHoe Bpervia) 


T aarojibi b Present Perfect Continuous HMeiOT cneAy- 
io rune cfropMbi: 


yTBepAHTCJIbHMe 

npcjuioacciiHji 

1 (you. we, they) have ('ve) been 
He (she. it) has ('s) been 

+ Vjing ... 
+ V,ing ... 

BoiipocurcjikHuc 

npC/L-TOACMilX 

Have 1 (you, we. they) been 
Has he (she, it) been 

Who have J has ('ve) been 

+ V,ing...? 
+ V.ing...? 
+ V,ing ...? 


13 3 ^ 3 IT 
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OrpiruaTejibHue 

F (you. wc. they) have not been 

+ V,ing... 

npe/Xio>KeHHa 

He (she. it) 

(haven't) 
has not been 

+ V|ing ... 



(hasn't) 



Present Perfect Continuous Bbipa>KaeT achctbuh, koto- 
pue HanajiHCb b npome^ineM Bpe.MeHii h npoAOAH<aiOTCfl ao 
MOMeHTa peun. 

I have been studying English for five years. H H3yuaio 
aHrJIHftCKHft H3LIK nflTb JieT. 

How long have you been studying at the institute? — 
For three years. Ckojibko speMemi Bbi yHHTecb b HHCTHTy- 
Te? — Tpn roAa. 

She hasn’t been sleeping since 2 o’clock. OHa He cmiT c 
AByx qacoB. 

§ 29. Past Perfect Continuous 
(npoujegiuee coBepuieHHoe anuTenbHoe sper/in) 

rjiaroAbi b Past Perfect Continuous mvieioT cjieAyiomHe 


(popMbi: 


JSSSS^Sm 

I (you, he, she, it, wc. they) 

had ('d) been 


BonpocHTejibHue 

npejyioiKeHHJi 

Had 1 (you. he. she, it, we, they) 

been 

Who had ('d) been 



I (you, he, she, it, wc, they) 

had not been (hadn't) 



The Past Perfect Continuous o6o3HanaeT AeiicrBua, ko- 
Toptie Haua.rmcb b oahh momcht ii npoAOJDKajiHCb ao Apyro- 


ro MOMeHTa b npom-io.M. 

My friend had been working for a private company for 
three years before he began working in a bank. Moh Apyr 
pabora.T 3 roAa b uacTHOH KOMnamm ao Toro, kok nana-i 
paSoTaTt, b 6aHKe. 

How long had he been living here before he left for 
Moscow? Kan AO/iro oh 3AecL >khji ao Toro, icaK yexaji b 
MocKBy? 

Mr. Green had been working all day. He was very tired. 
MucTep TpiiH paooTaji sect A^Hb. Oh oueHb ycTaji. 
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§ 30. Future Perfect Continuous 
(Eynymee coBepuieHHoe juiMTe/ibHoe speMJi) 

rjiamibi b Future Perfect Continuous hmokjt cjieAyiomiie 
(Jx>pMbi: 


yrBcpaHTe.TbHbie 

npe.xioaceHHH 

I (wc) 

I (wc, you. he, 
she. it, they) 

shall ('ll) have been 
will ('ll) ha\e been 

+ V,ing ... 
+ V|ing ... 

BonpocHTejibHbte 

Shall I (we) 

have been 

+V,ing ...? 

( npeAnoHccHita 

Will I (we, you. 
she. it, they) 

he, have been 

+ V,ing ...? 


Who 

will ('ll) have been 

+ V,inu...? 

OTpnuaTc.u,Htie 

npeA.io>KeHi!R 

I (we) 

shall not have been 

(shan't Lfa:ntJ) 

+V,ing ... 


I (wc, you, he, 
she. it, they) 

will not have been 
(won't [waunt]) 

+V|ing ... 


Future Perfect Continuous Hcnojib3yeTca juia Bbipaa<e* 
mia AeiicTBiiii, KOTopbie Hanajmcb b npoiueAUie.M h OyAyT 
npoAo;i>KaTbCH ao onpeAejieHnoro momchta b 6yAyme.M. 

We shall have been advertising the goods for several 
months by the time they appear at the market. Mm 6vacm 
peKjia.MupoBaTb TOBapbi HecKOJibKO MecaueB k TOMy BpeMe* 
mi, KaK ohii noHBHTca Ha pbiHKe. 

Mr. Wilson will have been working in the bank for ten 
years by the next month. B cneAyiomeM Mecaue iiciioahht- 
cb 10 jieT c Tex nop, kuk Miurrep Bhabcoh nauaA paboTaTb 
a 6aHKe. 

§ 31. Future Perfect Continuous in the Past 
(Eygyiqee coBepuieHHoe gnuTe/ibHoe epeivia 
b npouiegiueM) 

rViarojibi b Future Perfect Continuous in the Past hmp- 


kdt caeAyioinne (liopivibi: 


VTBCpAHTe.'lLHblC 

npcanoaveHita 

1 (we) should (’d) + have + been 

I (you. he. she. would Cd) + have + been 
it, wc, they) 

+ Vjing ... 
+ V,ing 

BonpoCHTCAkHLIC 

npeono/KCHHii 

Should 1 (we) have been 

Would I (you, he. she, have been 
it. we. they) 



13 * 
















Or pH i taTc m. hi.i e 

I (wc) 

should not have been 

+ V,ing... 

IipC,XnO)KCHHH 

I (you, he, she. 

(shouldn’t) 
would not have been 

+ v ,ing ... 


it. we, they) 

(wouldn't) 



Future Perfect Continuous in the Past nepe/jaeT b riose- 
cTBOBaHiin o npomezune.M aeftcTBiiH, KOTopbie 6ypyr npo- 
AOJiHtaTbca #o onpeae-ieiiHoro MOMeHTa b GyAymeM. OObihho 
3to BpeMa ncno;ib3yeTca: b AonojiHnTejibHbix npiiAaTOHrrtrx 
npefl.io>KeHiiax, ec.AH rjiarojibi b rjiaBHbix npeAAo>KeH:HHx 
ynoTpe6jrnK)Tca b npoineArneM BpeMemi.. 

The director said that the design bureau would have 
been working at the project for two years by the following 
month. HnpeKTop CKa3aji, uto b cjieAVJomeM Mecaije iiciioji- 
HMTca Ana roAa c Tex nop, Kan npoeKTHoe Giopo Haua.no pa- 
Gory hua upoeKTOM. 

§ 32. Subordinate Clauses 
of Time and Condition 
(06croHTenbeTBeHHbie npn/iaTOMHbie 
npe/yioMeHMR BpeMeHi/i u yc/ioewi) 

B cJio«vHonoAUHHeHHbix npeA-aox<eHHax c npHAftTOHHbi- 
mh npoAJioxceHunMH tokhx TunoB ynoTpeG^aiOTca c.ieAy- 
lomne BHAOBpeMeHHbie cJiopMbi: 

rViaBHOc npea.io>KCHne flpHAaTOMHoe npeanoaceHHe 

a) smb/smth will (not) do smth before 

Ninth will be done until 

b) smb can/must do smth as soon as smb docs smth 

smth can/must be done while smth is done 

c) Imperatives jf smb has done smth 

Do smth unless smb has been done 

Don't do smth [in ease 

KaK bhaho H3 TaSjiHAbi, b oGcTOBTejibCTBeHHbix npHAa- 
touhbfx npeAJiox<eHKax npeMPHH h ycjiOBHB aah Bbrpaxte- 
huh AeiicTBiiH b fjypymeM HcnoAb3yiOTca BpeMeHa Present 
Indefinite n Present Perfect. 
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Nobody will enter your office while you're busy. IIukto 
H e BOMAeT b KaGnncT, rioxa bw oaiiHTLi. 

Call me if you need help. ITo3BOEHTe MHe, ecjin Baw no- 
naAo6nTca noMomb. 

I shall leave my message if the manager is out. H 0CTaB- 
jik> cooGmeHue, ecAH MeHeaacepa He GyaeT Ha MecTe. 


§ 33. Object Clauses 

(flononHWTe/ibHbie npupaTOMHbie npeA/ioweHMfl) 

Kqk npaBHAO, AonojiHHTejibHbie npHAaTOHHbie npeA.io- 
xceHHH BbinoJiHHKJT t^ymcipato AonojiHeHna k r.iaro/iy-cxa- 
3yeM0My rjiaBHoro npeAAOHtemia. Ohh npiicoeAHiimoTca k 
rjiaBHOMy npeAJioxceHHio npn noMOiiiH cok>30b that (uto). if 
(jih), whether (jih) h cok)3hbix cjiob who (kto, KOTopbra). 
which (Koropbin). what (uto, kakoh), where (r/to, kvas), when 
(KorAa), how (kok), why (noneMy) h t.a. 

CneAyeT oGpaTHTt BHHMaHHe Ha npaMOH nopa/iox cjiob b 
upHAaTOHHo m iipeAJto?KeHHn h cor/iacoBamie BpeMeH b r.iaB* 

HOM II npiIAOTOUHOM npeAJioHteiiHfix . 

A. 


FjiauHuc iipc;iJio>feCHHc 

I smb says (roBopnf) 
smb tells (roBOpur) 
smb stales (3aHB.i»er) 

smb claims (yrBcpamacr) 

II smb asks (cnpaimiBaef) 

smb wonders f'wAndaz] (xohct 

3iiaTb) 

smb wants to know' (xohct 3HaTb) 
smb doubts [dauts] (coMHCBaercH) 

111. smb asks 
smb wonders 
smb wants to know 
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B. 


FjiaBHoe npejuiOyKCHHe 

C(>K)3 

1 L. 

I. smb said (cKsuan) 
stub told (cKftsaji) 
smb stated (3afiBiui) 
smb claimed (yntepwian) 

that 

smb did smth 

smb had done smth 
smb would do smth 
smb was doing smth 

II. smb asked (cnpocHJi) 

smb wondered (xore.i 3HaTt») 
smb wanted to know (xoreji 3Ha n>j 

smb doubted (coMHCBa-ica) 

if 

whether 

where 

when 

how 

why 

smb did smth 
smb had done smth 
smb would do simh 
smb was doing smth 

III. smb asked 
srab wondered 
smb wanted to know 
smb doubted 

who 

which 

what 

was ... 
had been 
would be ... 

did smth 
had done smth 
would do smth 


The boy tells his mother that he wants to drop out of 
high school. MajibUHK roBopuT Ma-repii, vro oh xohgt ywTH 
hg cpeAHeii ibkojibi. 

The boy told his mother that he wanted to drop out of 
high school. MajibnHK ci<a3aji Maiepn, uto oh xoneT vhth 
H 3 cpeAHeii niKOJibi. 

I wonder if my kids will have an opportunity to get a 
good education. HHTepecno, 6yaeT jin y moiix actcii bo3 
moxciioctl noJiyuiiTt xopomee o6pa30BaHiie. 

I wondered if my kids would have an opportunity to get 
a good education. H xorejr 3H3Tb, 6y,ieT Jin y moiix /leTCH 
R03M0>KH0CTb aoJiyHHTb xopomee o5pa30BaHne. 

The manager asks who is looking to the company for a 
job. MeHeA^Kep cnpauiHsaeT, kto oopamaeTCJi b KOMnaHHio 
no noBoay padoTbi. 

The manager asked who was looking to the company for 
a job. MeHen«<ep enpocnji, kto oopamaeTcn b KOMnaHHio no 
noBony paboTbi. 
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§ 34. Use of Tenses in English 
(YnoTpe6neHMe BpeMeH b aHrnvmcKOM «3biKe) 

Active Voice (^eHCTBHTejifaiibiit aajior) 


Past Future Future in the Past 


should /would wash 
should / would give 




should / would have 
washed 

should / would have 
iven 



Passive Voice (OipanaTCJibiibiH 3ajior) 


Tenses Present 
Forms 


Indefinite 



was / were 
washed was / 
were given 


Future | Future in the Past 


should /would be 
washed should / 
would be given 





Perfect 

have / has 

had been 

shall / will 


been washed 

washed had 

have been 


have / has 
been given 

been given 

washed shall 
/ will have 
been given 


should / would 
have been washed 
should / would 
have been given 













































376 


AHrnMMCKUM on* EAKAT1ABPOB MEHEJPKMEHTA ■ 


§ 35. Verb to be (Diaron to be) 

Tjiaroji to be b HacTonmeM Heonpe/te.neHHOM BpeMeHH 
(Present Indefinite) w npomefluieM HeonpeAejieHHOM Bpeivie- 
hii (Past Indefinite) rnvieeT c-ienyiomHe <|)opMbi: 


Present Indefinite 


y TBep/XHTC-l bH bIC 

npeinoaccHHa 


Bonpocirre.iLHbie 

npCJJlO'iCCHHJ 


OrpHuarejibHbie 

npcAnOiKCHHn 




I am not Cm not) 

You (wc, they) are not (aren't [a:nt]) 
He (she. it) is not (isn't) 


Past Indefinite 



niaroji to be HMeer pa3JiHMHi>ie 3HaueHHH. Oh ynoTpeb- 

-IHeTCH.* 

а) b KfiHCCTBC CMbicjioBoro rjiarojia, nrvieiomero 3Haue- 
hhh « Haxo^HTbca » , «6 utb», «HBJMrrbCJi» : 

Where is the bank? — It’s just round the corner. T^e 
HaXOAHTCH fiaHK? — ripflMO 3a yrjiOM. 

б) xan BcnoMoraTejibHMii r/iaroji ajia oopa30BaHKH Bpe- 

MeH rpynnw Continuous h CTpa^aTejibHoro 3aJiora: 

The secretary is typing a letter. CenpeTapb ueuaTaeT 

riHCbMO. 

The World Trade Centre was destroyed by terrorists in 
2001. BceMiipHbiH ToproBbiii neHTp 6bCJi pa3pymeH Teppo- 
pHCTaMM b 2001 r. 
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b) b KauecTBe rnarojia-CBH3KH b coctobhom hmchhom cKa- 

3yer*ioM: 

It’s urgent. 9 to cpouHo. 

r) KaK MOAajibHbiii rjiaroji b 3HaneHHH ♦flOJi^ceH»: 

We are to meet at 5. Mtr ^o-iHCHbi BCTpeTHTbca b 5 nacoB. 

§ 36. Construction there is / are 
(06opoT there is ! are) 

OQopoT there is j are ormcbiBaeT MecTOHaxo?KAeHHe npefl- 
MeTa hjim ;inu,a h 03EaHaeT «HMeerca, HaxoflHTca, ecrb®, 
hto He Bcer^a orpaTKaeTCH b nepeBo^e. B pyccKOM 83biKe 
cooTBGTCTBViomHe npeAJio>Keimn o5lihho nauHHaioTca ofxvro- 
nTejibCTBOM BpeMeHH hjih MecTa. 

B HacToameM HConpenejieHHOM apeMeHH obopoT ynoT- 
peojiaeTca cjienyioinHM o6pa30M: 


Present Indefinite 


YiBCp/unob- 
iibic npcfljio- 
HcemiH 

There is + cymcciBnre:ibHoe b cahhctbchhom hmcjic ... 
There are + cymccTBirrcnLitoe do mhokcctbciiiiom MHCJie 

BoiipULHlC.lb' 
Hbie ripcA-io- 
wenHa 

Is there cyuicdBMTC.'ibHoe a cahhcibchiiom hmcjic... ? 

Are there 4 cymccre area b hoc bo MHOScecTBeH- 

HOM HHC/IC ... ? 

Orpnuarejii>- 
HblC npCJLlO- 

WCHHfl 

There is no + cymecTBiiTC.iLHoc b cahhctbchhom hhc.ic ... 
There is noi (isn’t) any' much - cyuiecTBHTenbHoe b cjihh- 

CTBCHHOM HHCJIC ... 

There are no ^ cyinecreHrentHoe bo vwo>KecrBeHHOM MHcne... 
There arc not (aren't) any/many 4 cyinecTBmejibHoe bo 

MHO 1 K 0 CTBCHHOM 4 HCJI 0 ... 


There is a lot of juice in the carton. B ynaKOBKe mhoixj 
coica. 

Is there much juice in the carton? 

How much juice is there in the carton? 

There isn’t much juice in the carton. 

There are a lot of students in the hall. B 3 ajie MHoro 
CTyAeHTOB. 

Are there many students in the hall? 

How many people are there in the hall? 

There aren’t many students in the hall. 
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B npouieAmeM HeonpenejieHHOM BpeMeHH KOHCTpyKmm 
ynoTpeojiflGTCfl c-ie Avion* hm o6pa30M: 

Past Indefinite 


VrBep;iMTe:!h- 
Hbic npe/uioace- 

HHH 

There was + cyinecTRHTCJihHoe b c/ihhctbchhon 
MMcne... 

There were + cymecntMTejibHoe bo mhoa'cctbchhom 
4HCJC .... 

Bonpocitre/ib- 
Hbie npejuioace- 
H*ia 

Was there - cymecTBHTe/ibHoc b eaiiHcraeiiHOM 
hhcjic...? 

Were there + cymecTBinc/ibHoc bo mhowcctbchmom 
•ihc-ic...? 

OrpimaicjibHbic 

npe;i.iO>KVHiiq 

There was no + cymecTBHTCJibHoe b cahhctbchhom 
mic.ie ... 

There was not (wasn’t) any/much + cymecrBHTenbHoc b 

C/IHHCI BCHHONl HHCJIC ... 

There were no cytuecTBirrc.ibHoc bo mhohccctbchhom 
HHCJie ... 

There were not (weren't) any/many + cy mecTBHTem. hoc 
BO MH02CGCTBCH HOM HHCJIC ... 


There was a car at the entrance to the building. V bxoar 


b 3AaHHe CToajia MauiHHa. 

Was there a car at the entrance to the building? 

What was there at the entrance to the building? 

There was not a car at the entrance to the building. 
There was no car at the entrance to the building. 

There were some letters on the desk. Ha nucbMeHHOM 
CTO.ae Jienzeuin nncbMa. 

Were there any letters on the desk? 

There were no letters on the desk. 

There weren’t any letters on the desk. 

B SyAynjeiv! neonpegejieHHOM Bpe.vieHii ooopoT MecTona- 
xoHCfleHHH ynoTpcojine-rcH cjieayiomHM obpanoM: 


Future Indefinite 


V’ r BepaHTeifcHfj e 

iipexiovKCHHa 

Tliere will he +• cyniecTBMTenbHoe b cjihhctbchhom 

MJ1H MHOXCCTBCHHOM MHC.'ie ... 

HIM 

Will there be + cynteeTRMTe.Ti.Hoe ... ? 

OTpItLtaTeJlUHLIC 

npea.no/KCHinr 

There will be no + cytuccTBirre.Ti.Hoe . . . 

There will not (won’t) be anv + cvinecrBHTejibHoe ... 
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There will be lots of people at the reception. Ha npneMe 
Syfler MEoro jnoaeft. 

Will there be many people at the reception? 

There won't be many people at the reception. 


§ 37. Verb to have (T/iaron to have) 

rjiaro;i to have (had, had) MHoroananen. 

1. Oh ynoTpeS-TaeTCH nan cmbicjioboh r.iaroa b 3Ha«ie- 
hhh «nMeTL*. B HacTOHujeM BpeMeHH ero 3KBHBajieHTHOM 
HBJineTcn rjraroji have got. 

I have a car. = T have got a car. y MeH h ecTb aBTOMoGnjib. 

2. BcnoMoraTe.ibHbiii r/iaro;i have ynoTpeOjiaeTCH aji* 
o6pa30BaHna speMeH rpynn Perfect h Perfect Continuous. 

I have lived in Rostov all my life. H xcuBy b Poctobc bcio 

>KH3Hb. 

1 have been working for the company for two years. 
H paboTato b KOMnaimn 2 roja. 

3. MoAajibHuii rnaroji to have to HMeeT aHaneHHe aoji- 

JKeHCTBOBaHHH, Heo6xOAHMOCTH B CllJiy KaKHX-JUl6o OOCTOH* 

TejibCTB. Ero aKBUBaneHTOM HBJineTcn rjiaroji to have got to. 

Sometimes I have (got) to work on Saturday. HHoraa 
MHe npHXOAHTca pa6oTaTb b cy66ory. 

4. Tjiaroji to have bxoaht b cocTaB (Jjpa30Boro cKa3ye.\io- 
ro mna to have breakfast (3aBTpatcaTb), to have a swim 
(normanaTb) n AP- 

Let’s have a walk. ^aBaiiTe nporyjmcMca. 


§ 38. Modal Verbs (Mona/ibHbie rnaronbi) 

MoAajihHwe rviarojibi BbipajKaioT He AeiicTunn, a otho- 
UieHIie K hum: B03MOyKHOCTb, BOpOHTHOCTh, HCOfixO/IHMOCTfe 
a r. A. 

Ohh liMeioT cjieAyKJLune oT.inuiiTe.ibHbie ocoOeaHOCTn: 

1. y Go.TbUJHHCTBa MOAO.TbHLIX r.iarO-lOB OTCyTCTByiOT 
Hejin^Hkie cjiopMLi ( niicpn hi itii b , npxmacTHe, repyiiAHii). 

2. rjiarojibi must, should, ought to He HMeior diopM npo- 
meAiuero neonpeAejieHHoro BpeMeHH. 
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3. rjiarojibi can, may, must, should, ought to He ynorped- 
jiaioTCH b oyAymeM npocTOM BpeMeHH. 

4. BoAbimiHCTBO MO.najn.HLrx rnaronoB (Kpo\ie have to. have 
got to) He HMeioT oKOHHaHHH - s (fiopMLi TpeTbero Jinua ejuiH- 
CTBeHHoro HHc.ia b HacTonmeM Heonpeae.ieHHOM BpeMeHH. 

5. Ilocne rjiaro.iOB can, may, must, should, need c hh(|dh- 
huthbom He ncnoAb3yeTca uacTHpa HeonpenejieHHOCTii to. 

(i. nocjie rjiarojiOB ought, have, have got, be c iihcJ>hhhth- 
BOM HyjKHO VIIOTpeOAflTb qacrray to. 

7. Mon^bHbie rjiarojibi hb.ihiotch nojiyBcnoMoraTeJib- 
hbimfi, h 6o ji bin h hctbo ii3 hhx (can, may, must, shall, should, 
need) cbmh ucnoAb3yiOTCA aa si o6pa30BaiiHH BonpocoB, KpaT- 
KHX OTBeTOB II OTpHZ^aHHH. 

§ 39. Verb can (Diaron can) 

MoAajiLHuii raaroA can HMeeT Ase (J)opMbi: can b iiacTO- 
ameM Heoirpe/ie-TeHHOM ppevieHH h could b npomeAine.M He- 
onpeaejieHHOM BpeMeHH. B 6yaymeM HeonpezrejieHHOM Bpe- 
MeHH iicnojib3yeTCH BbipaaceHHe shall / will be able to. Dia- 
toji can BbiparcaeT 4>H3HuecKyK> ji yMCTBeHHyio cnocooHocTb, 
yMeniie, boomokhoctl, pa3penieHne, npocbGy, 3anpeT, co- 
MHPHHP. 

I can count well. H xopomo CHHTaio. (YMCTBeHHaH cno- 

COOHOCTb) 

You can become a qualified economist. Bbi Moxceie craib 
KBaJIH(J)HII.npOBaHHbIM OKOHOMJICTOM. (Bo3MO>KHOCTb) 

You can go. Bbi Moa<eTe hath. (Pa3peujeHiie) 

Can / Could you give me a lift /drive? Bbi He Mor.ui 6bi 
MeHa noABe3Tii? (Hpocb6a) 

Could / Can I help you? Mory a BaM noMOUb? (npea.io- 

HceHiie) 

Can / Could I speak to Mr. Brown? Morv a norosopuTb 
c MiiCTepoM EpayHOM? (ripoci>6a) 

You can’t stop here. 3nect HeAb3A octa Has ji h BBTbc ji . 

(3anpeT) 

Tliis cannot be true. 3to He MO/KeT ObiTb npaBAoii. (Co- 
MHeHiie) 
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Can (Could) it be true? Heyacejm oto npaBAa? (CoMHeHMe) 

IJpuMPHaHue. Bbipaa<eHHe to be able 03HaqaeT ♦cyMeTb, 
6bITh B COCTOHHHH*. 

Anna was able to find his address after a long search, 
riocjie AO.irHX noacKOB AHHa CMor.ia (eft yAaAOCb) hrhth 
ero aApec. 

I am afraid I won’t be able to help you. Eoiocb, hto He 
CMory bsm rroMOVb. 

§ 40. Verb may (rnaro/i may) 

MoAajibHbiii rjiarojT may HMeeT arc $opMbi: may b hs- 
CTonmeM HeonpeAeAeHHOM BpeMeHH v might b npomeAme.M 
HeonpeAe.ieHHOM BpeMeHH. B Apymx BpeMeHax BMecTO Hero 
iicnoAb3VK)TCH rAaroAbi to be allowed to, to be permitted to. 
T/iaroji may iimcct cjieAyiomiie 3HaueHHH: 

1) BO3M03KHOCTb: 

One may often see him in the reading hall. Ero mojkho 
nacTO BHAeTb b qiiTaAbHOM 3ajre. 

2) 3anpoc pa3peineHHH h pa3peuieHHe: 

May I ask you a question? — Yes, of course. Mo^ho 
3aAaTb b am Bonpoc? — fla, KOHeuHO. 

You may phone me tonight. Bbi MoaceTe no3BonnTb tvme 
ceroAHH seuepoM. 

3) 3anpeT: 

You may not use the dictionary. nojibsoBaTbcn cjiobb- 
peM HeAbaa. 

4) iipoHimecKaa npocbOa iiah npeAJiOHceHHe: 

You might look for the document. Tbi Mor 6bi noHCKaTb 
AOKy.MeHT (ceiriac). 

5) ynpen: 

You might have looked for the document. Tbi Mor 6u 
noHCKaTb AOKyMeHT (TorAa). 

6) npeAnoAO/KeHiie: 

He may / might be on business now. Bo3MO>kho, oh ceft- 

AaC B KOMaHAHpOBKe. 

<PopMa might BtipasKaeT 6ojn>mee coMHemie. 
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§ 41. Verb must (r/iaron must) 

r.iaro.i must (aojijkch) HMeeT tojibko oAHy cJjopMy, koto- 
paa ncno.ib3yeTCH b HacToarpeM BpeMeHH. ,5 -ih Bbipa>KeHiia 
npomeAiuero BpeMeHH ynoTpeojiaeTC/r <J)opMa had to (ao-ihcch 
6llh), GyAyujero BpeMeHH shall / will have to (aojuk9k GyAy). 

rjiaron must HMeeT cjieAywmiie SHa'jeHHa: 

1) HeoSxOAHMOCTb*. 

I’m afraid I must go. Bowcb, h AOJixceH hath. 

— Must I do it today? 3 to hv>kho cflejiaTb ceroAHH? 

— Yes, please. Zfa, noxea-iyiicTa. 

— No, you needn’t. Hot, ne nyncHO. 

The director was out. I had to come later. flwpeKTopa He 
6biJio. Mne npimuiocb npHHTH no3>Ke. 

Will he have to go to work on Saturday? Emy npiiAeTcx 
hath Ha paGoTy b cyGGoTy? 

2) o6n3aHHocTb: 

Children must help their parents. JJeTii aojixchli nowo- 
raTt poAHTejiHM. 

3) npnKa3: 

You must do it immediately. Bli aoji^khbi cAeJiaTb 3 to 
H eMeAJieHHO. 

4) 3anpeT: 

You mustn’t do this. 9Toro Hejib3H A^JiaTb. 

5) npeAnonoHceHiie: 

She must be at work. JJoji^kho Gbits, oho na paGoTe. 

She must have been at work. JIojijkho 6bm>, oHa GbiJia 
Ha paGore. 

§ 42. Verbs should and ought 
(rnarom>i should h ought) 

MoAU-iLiitie rjiaro.iti should [Jud], ought [o:t] (AOJinceH, 
cneAyeT) HMeioT TOJibKO oahv (popMy. Ohh 3bipax\aK)T: 

1) coBer: 

You shouldn’t do it this way. Bom He c-ieayeT oto TaK 

AeaaTb. 

You ought to do it my way. BaM cjieAyeT A^JiaTL 3TO TaK, 
Kan a Ba.M roBopio. 
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2) ynpeic: 

You should (ought to) have informed us. BaM cjieAOBa.io 
Hac npOHH(})OpMHpOBaTb. 

3) npeAnojio>«eHHe: 

Your son should (ought to) make a good economist. 
Bam cbm, aojihcho Gbitl, Gy^eT xopouiHM 3KOHOMIICTOm. 


§ 43. Infinitive (Mhc|dmhmthb) 


IIh(|jhehthb (HeonpeAejieHHafl cpopMa rjiarojia) oGbiHHO 
ynoTpe6jiaeTCH c nacTimefi to. 3to — HejiimHaw tjjopMa rjia- 
ro.ia, coneTaiomafl cBoiicTBa cymecTBHTejibHoro h rjiarojia. 
Mhc})hhhthb HMeeT cjieAyiomiie <t>opMii: 


<t>opMa 

HcncpcxojtMbiM 

raaroji 

ITepexoAHUH rjiaroa 

AeHcrBHTejibiiUH 

laaor 

Crpaaarc.ii.iiUH 

3anor 

Indefinite 

to come 

lo write 

to be written 


Continuous 


Perfect 


Perfect 

Continuous 


to be comi 


to have come 


to be writi 


to have written 



Indefinite Infinitive o6o3HaHaeT aphctbhc, OAHOBpeMeH- 
Hoe c AeiiCTBMeM, KOTopoe Bbipa/Keuo rjiarojioM b jiHUHoft 
c)jopMe, h MOMteT OTHocHTbca k GyAymeiuy BpeMeHH. 
Continuous Infinitive BLipa:KaeT A^HTc.ibiioe AeiicTBJie, npo- 
iicxoAHmee OAHOBpeMeHHO c AeircTBueM, KOTopoe o6o3Haue- 
ho r.iaro.ioM-CKa3yeMbiM. Perfect Infinitive nepeAaeT Aeir- 
cTBHe, iipeAinecTByiomee aghctbhk), KOTopoe BbipcmeHO jihh- 
Hoii (jjopMoii rjiarojia. Perfect Continuous Infinitive 
o6o3HanaeT jvimejibiioe AencTBiie, HanaBmeeca paHtme Aefi- 
CTBHfl, KOTopoe 3bipaH<eno rjiarojiOM b jihhhoh (Jx>pMe. 

MHCj>HHTTTHB BbinO.IHHeT B npeAJIOJKeHHH (j}yHKn,IIH nOA- 

Aex<ainero, nacm Moja-ibHoro r.iarojibHoro cKa3ye\ioro. npe- 
AHKaTHsa, Aono.iHeHHH, onpeAeneHUE, oocTOETe-ibCTBa. 

To know English is important for a businessman. R.w 
6ii3HecMeHa Baxcixo 3iiaTb anr/x iiuckhh H3hiK. (IIoA.ne>f<amee) 

May I come in? Moxcho bohth? (HacTb MOAajibnoro rna 
roAbHoro CKa3ye.Moro) 
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My aim is to become a manager. Mo* u,ejib — CTaTb >ie- 
IICflJKepOM. dlpeAHKaTHB) 

I like to go in for sport. MHe iipaBHTcn sahumatsch 
cnopTOM. (Honojraeinie) 

This is a book to read at home. 3 to KHiira ajih HTeHiia 
flOMa. (OnpeAe.ieHHe) 

I stopped to talk to my friend. H ocTaHOBiiJica noroBO- 

piITb CO CBOIIM ApyrOM. (OGcTOHTeAbCTBO) 


§ 44. The Subjective Infinitive Construction 
(Cy 6 t,eKTHblft MHChMHMTMBHblM o 6 opOT) 

CyS'beKTHbiii hhcJjjiiihthbhlih oGopoT BLinoAiincT b npcA- 
JiOH<eHHH 4 >yHKi*rao cnoxcHoro rioA-Jie>Kainero, nacTH koto- 
poro OTAeJiHKDTCA Apyr ot Apyra CKa.iyeMtiM. IlepBan *racTh 
cyo'beKTHoro iiHclmmiTHBiioro o 6 opoTa 3 Lipa^caeTCfl cyme- 
CTBiiTejibHHM b oGmeivt naAe»:e (the man) hah jihhhum >iec- 
TOHMeHiieM b iLMeHMTeAbHOM naAexce (I, you, he, she, it, we, 
they). BTopaa nacTb Bbipn>KaeTCJi HH(|)iiinrrHBOM b pa 3 Airi- 
nux <l)op.Max. Oobiuno o 6 opoT nepoBOAHTca Ha pyccKirii a 3 LrK 
npiiAaTouHbiM AonoAHHTejibHbiM npeA-io>KeHTieM, HawHa* 
co cKa 3 yeMoro. 

CneAyeT oGpaTHTb BHHMaHHe Ha thuh'ih bie cnocoGbi ne- 
peBOAa iviai’OJioB-cKaayewbix u crpaAaTenbHOM 3 aAore: 

...is known... ii3BecTHo, *rro..., KaK h3bcctho... 

...is said... roBopjrr, *rro..., nan roBopjrr... 

...is reported... cooomaioT, wto..., ksk coobmaiOT... 

... is thought... Ay.vaiOT. hto.... ksk AywaioT... 

...is believed... no.iaraioT, hto..., KaK uo.naraioT... 
...is considered... chht&kjt « hto..., KaK CHHTatoT... 

...is supposed... npenno-iaraioT, hto..., 

kok npeAnoAaraiOT... 

...is expected... oxiiAatoT, nTO..., kqk OHCHAaioT... 

He is known to be a good book-keeper. H 3 Bec*rHo, uro ou 

xoponiHii CyxraATep. 

The delegation was reported to have arrived. Cooomit- 
ah, *ito Ae-ierauna y»ce npnobina. 
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B AciicTBiiTejibHOM 3 a.iore ynoTpeoAHKrrc* caeAyiomiie 

maroAU-CKaayeMbie: 

... seems... Ka>KeTCH... 

... appears... Ka>xeTCH... 

... happens... cAyuaeTca... 

... proves... 0 Ka 3 biBaeTca... 

... turns out... 0 Ka 3 biBaeTca... 

... is likely... Bepojmio... 

... is unlikely... Bp>m ah... 

... is sure... Kone^ao... 

... is certain... naBepHAKa... 

... is bound... o 6 H 3 aTeAbHO... 

Mu colleagues appeared to be discussing a very important 
problem. Mon Kon.iern, Ka 3 aAOCb, oGcya^AaAH onenb aaac- 
Hyio npo 6 AeMy. 

The experts are sure to have been working for a long 
time. KoHeHHO, aKcnepTbi paOoTaioT y>Ke aoafo. 

§ 45. Objective-with-the-lnfinitive Construction 
( 06 l>eKTHbm HMC^UMMTHBHblH o 6 opOT) 

OOteKTHbiii iiH(piiHiiTJiBHbiH oOopoT ynoTpeOAHeTCH nocjie 
rAaroAa-cKa 3 yer*!oro h coctoiit H 3 AByx uacTeii — cymccTBii- 
•reAbHoro b oGmew naAe*Ke ( the student) hah AHUHoro .Mec- 
TOHMeHun b o 67 jeKTHOM naAexve (me. you. him, her. it. us. them) 
H HH(|)HHHTHBa. 06 opOT BbinOJIHfleT B npeAAOJKeHHH (pyHK- 
11,1110 CAOJKHoro AonoAHeHiia. 

Ooc.ie c.ieAyioiniix rAaroAOB iiinJumuTHB ynoTpe6AneT 
cn c uacTimeii to: 


A. 

10 tell (CKH iilTK) 

to order (npifKaiarb) 

smb. to do smth. 

to allow (pa jpeiincTb) 

smth. to be done 

to permit (paipeiUHrb) 
to forbid (lanpeniTb) 
to like (jiK'Gitrb) 
to prefer (npejUKviirran.) 
to want (xoTCTb) 

smb. to do smth. 

to know (man.) 

smth. to be done 

to expect (OKHAaTb) 
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The director told me to come on Monday. flupeKTOp CKa- 
3an MHe npHHTH b noHeAejibHHK. 

The policeman ordered him to stop. IlojmueHCKnw npn- 
Kaaa:i eviy ocTaHOBHTbcn. 

My boss allowed me to take a holiday. HaHaAbHHK pa3- 
peiUHJ] MHe B3HTB OTIiyCK. 

The manager forbade the employees to smoke in the office. 
YnpaB/iaiomiiH 3anpeTiui cjryjKainiiM KypnTL b ynpexcAeuiiH. 
I’d like my son to work for this company. H xoTe.i 6 li, 

UTOObI MOH CblH paSOTaJI B 3TOH KOMnaHHH. 

I prefer you to stay at home. H npeAnounTaio, qToGbi tbi 
OCT aJICH AOMa. 

He wanted the machines to be shipped in time. Oh xo- 
•reji, HToGbi ManniHbi 6 bum orrpyweubi BOupeMH. 

When do you expect him to cornel Koraa Bbi oxciiAacTe 
ero npuxoAa? 

Hh<J)hhhthb ynoTpe6;ifleTCH 6e3 nacTHTi.br to nocjie cjre- 
Ayiomiix rjiarojioB: 


B. 


to watch (nao.no.aaTb) 


to observe (Haojuo/iaTb) 


to see (Bimcrb) 

smb. do smth. 

to hear (cjibiuian*) 


to notice (3aMe r iarb) 


to reel (qyBCTBOBaTL) 


to let (paipcmaTb) 


to make (aacraBJurrb) 


to have ( jaciaBJiHib) 



He saw the secretary type the letter. H bhaoji, uto ceK- 


peTapt nenaTa^a HHCfcMO. 

I heard the workers speak in the shop. H cjibimaji, hto 
paGonne pa3roBapnBajiH b uexe. 

She felt him look at her. Ona nonyBCTBOBajia, hto oh 
nocMOTpejr Ha Hee. 

The manager let them finish their work later. ynpaBJifl- 
10 truth paapemH.i hm 3aKonnnTb paGoTy no3»ce. 

Lei me see. flairre mhc noAywaTb. 

Let him go. flycTb oh hact. (OTnycTiiTe ero.) 


Let us (Let’s) go to the nearest shop. JlaBaifTe nonaeM b 
6nwMammvi MaraaHH. 

Let them do these exercises. IlycTb ohm CAeJiator 3 th 
ynpaxcHeHna. 

The owner made the employees work overtime. Xo3ahh 
3&CT&BHJI c.iy5Kaiii,Hx padoTaTb CBepxyponno. 

The manager had the secretary bring a cup of coffee. 
ynpaBJifliomnn pacnopHAiiJica. vnfoi ceKpeTapb npnHec;ia 
nanieqKy notpe. 

OGbeKTHbiii HHclwHnTHBHbiH oSopOT nepeBOAHTca Ha pyc- 
ctaiii H3MK KaK npn noMoipH ueonpeAejieHHoii (jjopMbi rjiaro- 
jia, Tan h npnAaToniibiM Aono;iHiiTeni»HbiM npeA^OMceHneM. 

B M ode jill B nocjie rnarojiOB to see t to watch, to notice . to 
hear, to feel bm 0 cto HH<})HHHTHBa MOxceT ircno.n:b30BaTbcn npii- 
^acTHe Hacronmero BpeMeHH (Participle I — hh<Phhhthb + 
ing). JJonojiHeHHe c npn‘iacTMeM noAHepKHBaeT nponecc npo- 

TeKaHHH AenCTBHH. 

1 saw the secretary speaking on the telephone. H BHAe.i, 
KaK cenpeTapb pa3roBapnBajia no Tenec]>OHy. 

§ 46. Participle (npuHacme) 

I. Forms and Functions of Participles (<t>op.Mbi u (JjyHK- 

LiHM UpHUaCTHX) 

FIpunacTue — oto HejiHHHQH <})opMa rjiarojia, HMetoman 
CBoiicToa rnarojia, npmiaraTejibHoro ii Hapeuna. Pa3Jinqa- 
iot Participle I (npnqacTiie HacToainero BpeMeHH) h Participle 
II (npnuacTue npomeamero BpeMeHH). AHrjiHHCKHe npunac- 
thh nepeBOAHTca Ha pyccKHH H3biK npnnacra^Mn, Aeenpii- 
HaCTHHMH HJIH IipH AaTOHH blMH lipeA-I02KeHHHJVfH. 


A. Participle I (Present Participle) npiruacTne nacTo- 
amero BpeMeHH: 


f 3ajior 

Active Voice 

Passive Voice 

ITepexojiHbie rjiaro.iu 

Indefinite 

sending 

being sent 


1 . nocujiaiomHH 

1. nocbi.iacMbiH 


(-bluhh) 

2. 6yayHH nocu/iaeMbiM 


2. noCHJtaa 

— 
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Perfect 

having sent 

having been sent 


noc;i2B 

Kor/ta (TaK KaK) noc.na.™ 

Hencpcxo/iHhic rnaronw 

Indefinite 

corning 



1 . npHXOiBIUlHH 
(•BUUflf) 

— 


2. npHxoa* 


Perfect 

having come 



npH ah 



B. Participle II (Past Participle) — npiiuacTiie npomeA- 
uiero opeMemi: 



Present Participle o6o3HaMaeT jieiiCTBHe. onHOBpeMeH- 
Hoe c neiicTBiieM, Bbipa^KeHHbiM rjiarojiOM b JiHHHOii $op.Me. 
Past Participle Bbipa^caeT 3aKOHH:eHiioe neiicTBue, Bbino;i- 
neHHoe no OTnomenino k npeAMCTy. Perfect Participle obo- 
3na*iaeT AeiicTBue, npeAinecTByiomee flew ctbhio, Bi>ipaa<eH- 
HOMy rjiarojiOM b jihhhoh c|)op.Me. 

ripiiHacTue BbinojiHBeT b npezuioaceHHH cneayiomiie 

1) onpeaeJieHwa: 

I gave our customer some illustrated catalogues. H aaji 
saKarosney HecKO.ibKO iuunocTpupoBaHHbix KaTajioroB. 

Here is a list of the goods sold. Bot ciihcok npoAaHHbix 
TOBapOB. 

2) *iacTn npocToro rnarojiLHoro CKa3yeMoro, BbipaaceH- 
Horo BpeMenaMH rpynn Continuous, Perfect 11 crpanaTenb- 
hmm aajioroM: 

We are discussing the terms of payment. Mbi obcy^KAa- 
e.\i ycjioBHH on.iaTbi. 

The contract was signed yesterday. Kohtpskt 6 mji iioa- 
niicaH Buepa. 

3) npeAMKaTMBa: 

A page is missing from the copybook. B TeTpaAJt He xBa- 
TaeT CTpaHHKU. 
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4) o6cTOflTejn>cTBa: 

Being busy he forgot about dinner. Oh 3aouji 06 obene, 

T3K KaK 6hlJl 33HHT. 

5) nacTH cjiOHvHoro AonojmeHHx: 

I saw the manager talking to workers. H bhacji, KaK 
MeHeA>Kep pa3roBapnsaji c pabomiMH. 

II. Dependent Participial Construction OaBiiciiMbm npn- 
uacTHbin obopOT) 

3aBHciiMbiH npHHacTHtiH obopoT — 3T0 npirHacme C 3a- 

BHCHMblMn CJIOBa.MII, OTHOCHmeeCfl K OAHOMy H3 TACIIOB npCA- 
JIOJKeHHJt. 

We received a fax sent by our customer. Mu nojiy^miH 
CpaKC, OTIipaBJieHHblM HaiUHM 3aKa3UHK0M. 

Knowing French well, he often went on business to 
France. Xoporno 3Haa (J>paHiry3 CKHH b 3 lik, oh udcto e3AHJi 

B KOMaHAHpOBKH BO <I>paHi;HK). 

III. Absolute Participial Construction (CaMocroaTejib- 
Hbiii npnuacTHbiH obopoT) 

CaMOCTOBTejibHbin npHuacTHbiii obopoT iiMeeT CBoe cob- 
CTBeHHoe noAJie>«amee, Bbipa>KeHHoe cymecTBHTejiLHtiM b 
obmeM naAeace, h CKa3yeMoe, BbipaxceHHoe npiraacTiieM. Oh 
H e 3aBncnT ot 4-ieHOB rnaBHoro npeAJio>KeHHH. ObbiHHO 3 tot 
obopoT OTAenaeTca ot rjiaBHoro npe/yioaseHiiH 3anaToii. 

CaMocTOHTejibHbiii npMuacTUbiii obopoT, ctohiijiih b na- 
uajie npeAnoxceHHH, obhiuHo nepeBOAHTca Ha pyccKiiii H3UK 
ObCTOHTeJIBCTBeHHHM npHAaTOHHMM npeAJIO>KeHX!eM C OAHHM 
H3 cjieayiomnx cok)30b: mate kqk, nocKo.ibKy, eeudy mozo nmo. 
nocAc mozo kuk, KO&da. 

The weather being cold, they stayed at home. Tan nan 
rroroAa bbuia xonoAHaa, ohh oerajincb aome. 

CaMOCTOHTejibHhiH npnuacTHWH o6opo*r, ctohtuhh b koh- 
ue iipeAno/KeHiia, nepeBOAHTca Ha pyccKwii H3 mk npen:io>Ke- 
niieM, KOTopoe npiicoeniiHaeTca 6eccoio3HO hjih bboahtch 
oahhm H3 cjieAyiomiix C01030B: npuncM, 0 mo epeMA kciic, u, a. 

John lived and worked in London, (with} his family 
still staying in Brighton. ZLkoh jkhji ii paboraji b JloHnoHe, 
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§ 47. Gerund (repyHflMfi) 

repyHflHH — HenFPnrajt cjiopivra rjiaro.ia, HMeromas cboh- 
CTBa rjiarojia h cyinecTBHTe.ibHoro. IIooTOMy na pyccKHH 
«3biK oh nepeeoAHTCH cymecTBHTe^bHWM hah rjiarojioM. 


fepyHAHH HMeeT CAeAyioiip-ie cjjopMbi: 


4>OpMM 

HenepexoAHbic 

rnarojiu 

ricpcxuaiibic niarojibi 


Active Voice 

Active Voice 

1 Passive Voice 


coming 


t 

Perfect Gerund 

having come 

having washed 

having been 
washed 


Simple Gerund 03HauaeT AewcTBiie, oahobpcmgiihog c AGii- 
CTBiieM, Bbipa>KeHHbiM rjiaro-ioM-nKaayeMWM. 

She is fond of knitting. Oaa jikjGht BH 3aTb. / OHa aio 6 ht 

BH3aHMe. 

Perfect Gerund BLipancaeT AGHCTBue, npe^uiecTByiomee 
AeiiCTBUio, Bi»ipa>KeHHOMy rnarojioM-cica3yeMbiM. 

We thanked him for having sent us the catalogues. 

Mbi noSjiaro^apnjiH nx 3a to, mto ohh npucjiajin naM 
KaTajioru. 

Passive Gerund (Simple ii Perfect) oaHanaer 
ocym;ccTBJiHCMbie hqa ahijom hjih npeA^eTOM. 

We insist on being informed in time. Mbi HacTanBacM, 

T IT 06 bI Hac BOBpGMA HHCj)OpMHpOBaJin. 

B OTJiHHHe ot cymecTBHTejibHoro, repyHAHH He nweeT 
(JjopMbi MHo^cecrBeHHoro HHCJia, He ynoTpefiJiaeTCH c apraK- 
jie.M ? nocjie Hero lie Hcnonb3yeTcn c AonoAHCHHeivi npeAJior of. 

repyHAHH BbinojiHHeT b npeAao^ejiHH CAeAViomue 

1) noAJie>K.ainero: 

Reading is useful. l lTenne noAe3HO. / Hinarb no.ie3HO. 

2) iipeAHKariiBa: 

Our task is doing market research. Hama 3aACHa — npo- 
BecTii HCCJieAOBaHiie pbiHKa. 

8) aonoAHeHna: 

The movie is worth seeing. <DnjibM ctoht nocMOTpeTb. 

i 
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4) onpeAeJieHHa: 

They worked out a plan of improving working conditions. 
Ohh pa3pa6oTajiH ruiaH ynyumeHWH ycnoBnii TpyAa. 

5) oGcTOATejibCTBa: 

The customer left without saying a word. IIoceTHTejib 
ynie.i, He cKa3aB hh cAOBa. 

§ 48. Subjunctive Mood in Subordinate Clauses 
after the Verb wish 

(CocnaraTenbHoe HaK/ioneHne b npnflaTOHHbix 
npeAiiomeHbiax nocne r/iarona wish) 

CocAaraTeAbHoe naKAOHeHHe BbipajKaeT npeAnoAarae.MLie, 
B03MOH-;Hbie ii.Tii AceAaTeAbHbie aghctbhh. 

Subjunctive I 

<£opMbi Subjunctive I BbipansaiOTCH TAaroAOMii b npo- 
meAHieM neonpeAGAGHHOM BpesieHH n othocatch k HacTO- 
ameMy h 6yAymeMy. 

Bo3MOA<Hbi Tpn BapnaHTa nepeBOAa n pe AAO^Ke hhh , b co- 

CTUB KOTOpbIX BXOAflT fAai’OA Wish H QpHA&TO HHOe AOUOAHM- 

TCAbnoe npeAAO>neHHe b Subjunctive I. 

I wish the chief were not busy tomorrow. 

Kan 6 m h xoTeji, wto 6 m HanaAbHHK 3aBTpa He 6 lia 3aHAT. 
MHe xoTe.iocb 6 m, utooli Haua_iLHHK He 6 bui 3aHHT 3aBTpa. 
^Kanb, hto aauaAbHHK GyAer 3aBTpa 3aHar. 

Subjunctive II 

t&opwbi Subjunctive II BbipajKaiOTCJi rnaronaMH b npo- 
nieAmeM coBepmeEiioM Bpc.Mcnii ii othocatca k npomAOMy. 

CymecrBjnoT Tpn napnaHTa nepeBOAa rrpeAAo>KeHHH, b 
COCTaB KOTOpbIX BXOAHT TAR TO A Wish H ripHAaTOHHOe AOnOA- 
HirreAbHoe iipeAAOAceHiie b Subjunctive II. 

I wish he had studied management at university. 

KaK >Kajib, i rro oh He ii3y*iaA MeHeA>KMeuT 3 ymiBepciiTCTe. 
MHe oypHK xoTeAoeb 6 li. uto6bi oh H3ynaA MenGA^KMenT 
b yniiBepcHTeTe. 

Kan 6 li a xore/i, htoGm oh H3yiaA MeHeA>KMeHT b yHH- 
BepcHTeTG. 
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§ 49. Conditional Mood (Yc/ioanoe HaK/ioHeHne) 

ycjioBHoe HaKJiOHeHiie o6o3HanaeT aeticTBUH, cosepme- 

HHe KOTOpbIX 3aBHCMT OT KaKHX-JIH(X) yCJIOBHH (Bbipa^ceH- 

hlix hjih no,apa3yMeBaeMbix). 

06ycjiOBJieHHi»ie aencTBun b HacTOHineM hjih byaynjeM 
BpeMeHH Bbipa>KaioTCH cneflyiomiiMH (jiopMaMH: 


I. we 


. we, you, he, she, it, they 


He would know what to say. Oh 6li 3Ha.i, hto ci<a3aTb. 

The director wouldn’t like it. flnpeKTopy 6bi sto He no- 
HpaBHJIOCb. 

KoHCTpyKmiH I wish smb would do smth 03Ha*iaeT, hto 
roBopamHH He /tOBO.ieH cjio^KnBineHCH CHTyanHen h xohct, 
nTodbi kto-jih6o H3MeHHJi ee. 

I wish someone would serve the customer. He has been 
waiting for about five minutes. 

51 obi xotoji, HTOObi KTO-HH6yub oScjTyHcwji noKynaTejiH. 
Oh Hc/ier ymp mhhyt rrHTb. 

06ycjiOBJieHHbie neftcTBHH b npouieameM BpeMeHH HMe- 
iot cjieayiomHe 4 J °P Mbi; 


I, vve I should + have 


I, we, you, he, she, it, they 


I should have known what to do. H 6 li (Tor^a) 3Haji, hto 

AejiaTb. 

You wouldn’t have helped me. Bm He noMorjiH 6bi mhb 
(T or^a). 

B HacToamee Bpewa rjiaroji would ncnojib3yeTca co Bce- 

MH JIHU,aMH. 

I would like to speak to Mr. Brown. Mhc xoTejioct 6 bi 
noroBopHTb c MHCTepoM BpaynoM. 

R paaroBopHOH penn ynoTpeb/iaeTCH coKpameHHan efrop- 
Ma 'd + HE(})HHHTHB. 

She’d be glad to see you. OHa 6bijia 6bi pa^a Bac Bnaerb. 


VOCABULARY 


A 

a.m. fei'em] = ante meridiem ['sentima'ridiam] adv no no- 

ability [a'bllltr] cnocoSHocTb, yMemie; pi citocoShocth, Ta- 
jiaHT, flapoBaHHe 

abroad [a'brord] adv 3 a rpaHHuen, aa rpaHnny 
absent-minded [ sebssnt 'maindid] a pacceHHHHii 
accomplish [o' kompl i f] v HcnojiHHTb, BbinojiHHTb, 3 aBepmaTb 
accomplishment [a'komplifmant] n aocTHMteHHe; pi aocto- 

HHCTBa, coBepmeHCTBa 

accord with [a'k.rd] v c.orjiac.OBMBaThCH c, coorBeTCTBOBaTb 
(neMy-Ji.) 

accounting records [s'kauntif 'rckr-dz] dyxrajiTepcKHe cueTa 
accounting reports [ri' parts] 6yxrajiTopci<ne OTueTLi 
accounts department [a'kaunts di'padmant] oT^en pacneTOB, 
OTZien c|)HHaHCOBbix omeTOB 
achievement [a'tfhvmant] n AOCTM^KeHne 
acknowledged [ok'nolic^d] a npn3HaHHBiii 
acquire [s'kwaia] u npuodperaTb, nojrvuaTb; KynHTh 
acquisition [ skwi'zijsn] n npnobpeTeHne 
action ['xkjan] n AencTBue, uocTynoK 

actually ['xktjudll] ado (J)aKTnnecKH, B AeHCTBHTe/ibnocTH , 
Ha caMOM nejie 

administrator [ad'ministreita] n /tupeKTop, aAMHHKCTpaTop 

admit [ad' nut] v npn3HaBaTb 

advertise [asdvataiz] v petuiayinpoBaTb 

advertisement [ad'vaitismani] n 06'bHBJieHnc, peKjmMa 

advertising ['asdvstaizig] n peKJiaMa, peKjiaMHpoBairae 

aerobics [cs'racbiks] n aapoOiina 

age [cafe] n B03pacT 

ahead [a'hcd] adv Bnepeji 

alcohol ['aslkahnl] 

alliance [a'laians] n cok> 3, ofrbeAHHeHHe, cjowrae, HHTerpanun 
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alone [a'laun] a oakh, oahhokhS 

alternative [:>:!' t3:nativ] a B3anMOHCKJUOHaiomHH, ajibrepHa- 

TIIBHblH 

ambitious [tein'bijas] a HecTOjnobwBbiH 
amp [a?mp] - amplifier [ cemplifais] n yciuiHTCJib 
analyst ['annalist] n anajiuTHK 
anger I'^pga] n rHeB, hpoctl 
angry ['xngri] a cepAHTbiH, pa3ApaaceHHbm 
animated cartoon [lemmeitid ka: turn] MyALTHiuiniearpiOEi- 
huh 4>hjilm 

annual [ asnju^lj a e^KeronHHH, toaoboh 
anonymous [a'nDnimss] a aHOHHMHwn 
appear [a pia] v noaBJiBTbca 
appliance [a'plaians] npn6op 

application L ?epli keijan] n npnweHeHwe; npujrotfceHHe, npn- 
K-ianHan nporpaMivia 
apply to [a'plai] v o6pamaTbca k 
appointment [o'pointmont] r Ha3HaHemie 
appraise [s'preiz] v oneHHBaTb 
approach to [a'prsutf] n iioaxoa k 
archbishop [ au/'bijap] n apxneniiCKon 
area [ cans] n o6nacTb 

arise (arose, arisen) [a'raiz, a'rauz, a'rizn] v B03HHKaTb. no- 
HBAHTbCfl 

as a whole [haul] b uejioM 

assembly line [a'sembh lain] c6opo T man .iiiui-m, KOHBenep 
assertive [a's3:tiv] a upe3Mepno HacToihiHBbiif, carvioyBepeH* 
Hbiii, HanopncTbiH 
assess [a'ses] u oueHHBaTb 
assessment [o'sesmont] n oijeHKa 
assets ['assets] n HMynjecTBO, aKTHBbi, (Jjoham 
atmosphere fastmasfia] n aTMoctyepa 

attentive concern [a'tentiv kan's3:n] BHn.MarejibHoe oTHonieHiie 
attitude ['ajtitjmd] n oTHomemie 
attorney [a't3:ni] n noBepeHHbifi 

authority [3:'0oriti] n BJiacTb, nojiHOMonne, aBTopirreT, aB- 
TopHTeTHbiii cnemiajincT 

avionics [ eivfomks] n aBnamroHHaa paAuoajieKTpoHHKa; 
aBHanHOHHoe 3JieKTpoo6opyAOBaHHe 
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avoid [a'vaid] n naSeraTb 

award [a' word] n Harpaaa; v HarpavKAaTb 

B 

bachelor’s degree ['baetfdlaz di gri:] cTeneHb GanajiaBpa 
back-room n ceKpeman na6opaTopna; cenpeTHoe kohctpvk- 
TopcKoe 6wpo 

balloon [ba'lu n] n B03AyniHbiH map; MbUibHbift n\’3bipb 
band [brend] n opnecTp, My3biKajibHaa rpynna 
bank clerks [klorks] c.iy5Kaiu;iie 6aHKa 
beforehand [bi'forhaend] adv 3apaHee, 3a6naroBpeMeHHo 
behaviour [bi'heivia] u noBeAenne 
belief [bi li:f] n Bepa, yoe>KAeHHe, BepoBamie, pe.inriin 
believe [bi’lirv] v BepnTb, nojiaraTb 
belong to [bi'lDi]] v npiraaimetfcaTb. ObiTb uacTbio 
belonging [bi'logirj] n cBH3b, obtuHOCTb, cnnoMeHHocTb 
bitterly [brtali] adv roptno, c ropcuLio 
bossy [bosi] a juoGhiuhh KOMaHAOBaTb 
brainstorm ['breinstorm] n «M03roBaa aTana*, KOJineKTiiB- 
Hoe odcy^KAeniie npodncM; v nposoAHTb KOJiJieKTiiBHoe 
oocy^KAeHHe 

brake [breik] n topmo3; v topmo3htb 
branch [bramtf] n OTpacjib, aeTBb, 

brand [bra j nd] n (jjaopHUHaa Mapna, cjjaSpH'inoe K^eiiMo 

brick [brik] Knpnwn 

briefcase [ bri:fkeis] n nopT(])e.ib 

bright [brait] a cnocooHbiH, coo6pa3HTenbHbiii , cMbimnenbiH 

bring in return ['bruj n't3:n] npuHociiTt npii6buib 

brisk [brisk] a hchboh, o^vHBjieHHbiii; npoBopHbin 

buck [bide] v npoTHBHTbCH, BbicTynarb nporns 

bulb [bAlb] n naMnouKa 

bully [ bull] n rpoMHjia, 3aanpa 

bureaucrat [ 'bjuara(u)kraet] n OiopoKpaT 

business machines ['biznis ma'Ji.nz] oprrexuHKa 

businesslike [ biznislaik] a AejiosoH, Ae.noBUTbiii, npaitTiiKnbiii 

hut for ecAM 6 bi He 

C 

cabinet [ krebinil] n Kopnyc 

cage [keidj] n KJieTKa; v ca>KaTb b K/ieTKy 
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call for [ko:l] u TpeSoBaTb 

call on [ka:l] v oopamaTbca 

calm [ka:m] a cnoKOHHMn 

candle ['kaendl] n cBena 

capable [ keipabl] a cnoco6m>m f onapeHHuii 

carefully [ kcafali] adv ocTopoxtHo, ocMOTpirrejibHo; Tma- 

TeJIbHO, BKHMfiTeJIbHO 

cashier [kae'Jia] n KaccHp 
cast (cast) [ka:st] u OTjnreaTb 

casual clothes ['ka^ual 'klaudzj noBcezmeBHaH one>Kna 
catering [ keitamj] nocTaBKa npo^yKTOB 
cause [ko:z] n ae;io 
cell [sel] phone cotobbih Tejie^OH 
cement [SfmenlJ n neMeHT 
chair [tfea] n Kacpenpa 
chair v n peace AarejibCTBOBaTb 
challenge ['tfaelindj] n Bbi30B, npo6a ch.t 
chancellor f'tfcunsalo] n peKTop 
characterize [ka?raktaraiz] v xapaKTepn30BaTb 
charisma [ka'rizma] n xnpii3Ma, npHTaraTejibHan cjuia, 06 aHHue 
charity ['tfaeriti] n 5jiaroTBopHTejibHOCTL; O.iaroTBopiiTejib- 
hsh opraHH3amiH 

cheat [tfi t] v MomeHHimaTb, oGManbinaTb 

check [tfek] v npoBepaTb 

checking [ ifekii)] n npoBepna 

cheerful [Ijiafal] a Bece.ibiH, SoAPbifi 

chief accountant [tfi:f a'kauntant] rjiaBHbift CyxrajiTep 

choleric ['kdorik] a xojicpinrecKHH, pa3Apa/KHTejibHbiH, 

BCnbiabHHBbTH 

circumstances [ siikamstansiz] n o6cToaTe;ibCTBa 

civil engineering ['sivl encfti'marir)] rpa:*ciiaHCKoe ctpoii- 

TeabCTBO 

clam [klcemj n cte^oSKbiii MopcKoii mojijiiock; pa3c. CKpbiT* 
Hbin HeoSmiiTeabHbiii uejiOBeK 
classical [ kla?stkal] a kmccmgckhh 
clever [ kleva] a vmhbih 

clipboard ['klipba:d] n moiiiiTp (b Biiae aoiuchkh c 3a«HM0M) 
close [klaus] a 6;ih3kiih 


close relatives [ klaus 'relatrvz] o.iH3Kiie poacTBeHHiiKH 
closely ['klauslij adv TecHo, 6 jih 3 ko 
cloth [klD0] n TKant 
cockpit [ knkpit] n KaoiiHa nn.iOTa 
coin fkoin] v C03naBaTb HOBbie cjioBa, Bbipa»;eHHH 
collaborate [ka la^bareil] v coTpyAHimaTh 
collaboration [ka lceba'rei/an] n coTpyAiuraecTBO 
colleague [ knli:g] n Ko;iJiera, cocjiyavHBen 
combine-harvesters ydopouiiLie KOMbaHiibi 
common [kDman] a o 6 biKHOBeHHbrii; oomuhlih; npocToix 
commonly [ komanli] adv o 6 bmHo, oobiKnoBeHHo 
communicate [ka'mju.mkeit] v coobmaTb, nepenaBaTb; 06 - 
marbcn 

compassion [kam'piejan] n rca/iocTb 

compete [kam pi:l] v copesHOBarbca; KOHKypnpoBaTb, conep- 
HH l iaTb 

competition [ kDmpi'tiJan] n copeBHOBaHne; KOHKypeHUHH, 
conepHiinecTBo 

competitive [kom petitiv] a conepHiriaiomnii; KOHKypeuTHbiii; 

KOHKypwpyiomHH; KOHKypcHbiH; KOHKypenTocnocoGHbiH 
competitiveness [kam pet itivmsj n KOHKypeHTocnocobnocTb 
competitor [kam petna] n conepHHK, KOHKypeHT 
complaint [kam'plcint] n >«ajio6a 
complement [ kompliment] v rosopiiTb npnaTHoe 
complete [kam plii] v 3aBepmaTb; a nojiHbiii 
compressed spring [kam'prest sprip] cacaTaa npy^nna 
computer aided design [kam'pju:t3 eidid di zain] aBTOMarif- 
3upooaHHoe npoeKTMpoBaHne 
conceited [kan si:trd] a caMOAOBonbHbiii, TinecnaBHbiii 
concern (kan S3:n] n 3a6oTa; oTHomennc; v KacaTbca; 3a6o- 
THTb, IlHTepeCOBaTL 
concrete [ kDnkrirl] n 6eT0H 
condition [kan'di/an] n ycnoBHe 
connect fko'nekt] v cBH3bi3aTb 
connections [ko'nekjanz] n cbh 3 h 
conscientious [_ knn/i'en/as] a AoGpocoBecTHbiii 
consider [kan sida] u pacc.MaTpHBaTb. odcyncAaTb; no^araTb, 
cniiTaTb 
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considerate [ksn'sidarit] a BHHMaTejiLHbifi, TaKTHMHHfi, Ae- 
JIHKaTHblM 

consist (of) [kan'sist] v cocToaTb ( 113 ) 
construction [kon'slrAkJn] n cTpoHTejibCTBo 
consulting [kpn ' sa! tin J a KOHcyjibTHpyiomHH: n KOHcyjibTH- 
poBaHae 

consumption [kan's/unpjan] n noTpeoneHne 
contact ['kDntazkt] n cbh3b; pi cbji3ii, OTiiomeHun, 3 hqkom- 
cTBa; jihu. 0, c KOToptiM HMeioTcn (Ae/iOBbie) cb«3h; 
contact [kan'tEfikt] v ycTaHaRjinnaTK csanb (no TejiefJioHy); 
CBH3aTbcn; amp. ycTaHaBJiHBaTb AejiOBbie cbh3h; 3aBec- 
TII CBH3H, 3H3K0MCTB3 B oGmeCTBe 
contemptuous [kan'tem(p)tjues] a npe3piiTejibHbiH, bucoko- 
uepmju 

contingency [kan'tinctpnsi] n RepoaTHOCTb, B03M0>KH0CTb; 
cjiyuaii, cjiyuatiHOCTb 

contingency firm $HpMa, 3aHH.\iaioruaHcu noncKOM bo3mo>k- 
nbix KanniiflaTOB no oa^aHino KJmeaTa 
contradict kontro'dikl] v npoTHBopeuHTb 
contribute (to) [kan'tnbju:t] v cnocobcTBOBaTb qeiay-n., ne- 
jiaTb BKJiaA b 

contribution (to) L kontri'bjuijan] n bkjisa b 
convince [kan vins] v y6eAirn>, yBepnTt; 3acxaBHTb oco3naTb 
(omnGKy) 

cope Ikaup] (with) v cnpaBUTbCH c 

count [kaunt] u cuHTaTb; HMerb 3aaHeHne 

counter ['kaunts] n npiuiaBOK, cTouxa (b 6ape) 

courteous ['k3:tids] a bg >k ji h bi»i ii , yuTHBUH 

covering [ kAVsrip] n obnnnoBKa, noKpbirae 

craftsmanship [kradtsmanjip] n MacTepcTBo 

create [kri:'eitl v co3AaBarb 

creation [krk'cijan] n co3naHne 

creative [kri:' eitiv] a TBopnecxiiii 

creative department OTAen TBopuecKiix pa3paooTOK 

creative thinking [kri:'emv 'Giokir)] TBopqecKoe MbiuuieHiie 

creativity [kri 'eitiviti] n TBopuecKaa cuna, TBopnecKiie cno- 

C 06 lI 0 CTH; CnOCOOIIOCTb C03HAaTb 

cross [kros] a cepAMTbin, 3 jioh 


crushed stone [ krA/t staun] medeHb 
cure [kjua] n Jieqeme, u jieqiiTb 

curriculum vitae [ka'rikjulam vi;tai] juim. KpaTKoe jkw3hc- 
onHcanwe, OHorpa(}>na 

cutback ['kAtba?k] n yMeHLmeHne, eoKpameHiie, nonn>KeHHe 
cutter -loaders Bpy60B0-norpy3OUHbie MainHHbi 
cynical [ smikal] a uhhhuhwh 

D 

dairy products f'dtari 'prudaklbl MOJioHHbie upoAyKTbi 
deadline npeAejibHbiu Kone^Hbiii cpox 

deal (dealt, dealt) with [did, delt] v iiMCTb #e;io c, Slitb cbr- 
33HHKIM c; BeAaTb upm-ji. 
dean [di:n] n aenan 
deceive [di'si.v] v ooMaubisaTb 
decisive [di'saisiv] a peunrrejibHbiH 
delay [di'leij n oTcpouna, v oTK/iaAfemaTb 
demand and supply [di'ma:nd and sa'plai) cnpoc n npeAJio- 
>Kemie 

demanding [di'mamdnj] a Tpe6oBaTenbHbiii 

democratic [, dema'krzetik] a AeMOKpaTHuecKHH 

demotion [di'moufsn] n noEn>KeHne b aoji>khoctii 

derivative [di'rivativ] n npoii3BOAHoe cjiobo 

derive [di'raiv] v nojiyuaTb; nponcxoAHTb 

design [di'zain] v npeAiia3naHaTb; npoeKTnpoBaTb 

design office [di'zain ofis] npoeKTaaa KOHTopa 

destroy [dis'lrai] v pa3pymaTh, paafiHBaTt; JioMaTb, nopTHTb 

destroyer (dis iroiaj n pa3pyiunTejib 

detergent [di't3:dsdnt] n MOiomee cpeACTBO 

determine [di't3:min] u onpeAejiaTb 

develop [di'velop] u pa3BHBaTL; pa3pa6aTbiBaTb 

device [di'vais] n npncnoco6jieHHe, ycTpoiiCTBO 

devote [di'vai/t] nocBHinaTb 

devoted (to) [di'vavtid] a npeaaHHbiii (neMV-Ji.); nocBHiueH- 
Hbiij (ueMy-Ji.) 

devotion (to) [di'vau/an] n npenauHocTb (ueMy-ji.) 

diet [ daiai] n AneTa; a AiienmecKiiH 

dilemma [di'lenio] n AnjieMMa, HeoGxoAMMOCTb BbiGopa 
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diligence [dilidjans] n ycepAHe, TpyAOJiio6ne 

diligent ['drlicipnt] a npnne>KHUH, ycepAHtiir 

direct [di'rekt] v ynpaBJixTb. pyKOBOAHTb 

direction [di'rek Jan] n yiipaB.ieHHe, pykoboactbo; o6jiacTb, 

HanpaBJieHne, jiuhhh 
disagree [ disa'gri:] v He coraamaTLCH 
discontent L diskan'tent] a HenoBOJitHbiH 
discourage [dis'kAnct*] v He noomparb. MeinaTb. npenflT- 

CTBOBaTb 

discourtesy [dis'k3:tisi] rpyGocTb, nebexoniBocTb 

discover [dis kAva] v oTKpbiBaTb 

discovery [dis'kAvan] n oTKpbiTiie 

dishonest [dis nnislj a HenecTHbiif 

dismiss [dis'mis] v yBOJibHHTb 

divorce [di'vo:s] n pa3BOAJ v pa3BOAiiTbca 

divorce rate(s) [divo:s 'reit(s)] riponeHT pa3BOAOB 

doctor’s degree ['doktdz di gri:] cTeneHb AOKTopa 

doomsday ['dtirmzdei] n cygHuft achh: KOHen CBeTa 

downturn [ daunt3:n] n (aKOHOMitMecKnii) cKJiaA, cnaA Ae.ao- 

BOil &KTHBHOCTH 

drawback [ drcubzek] n He^ocTaTOK 

drawing-pins ['drouppmz] n Karmen npcKiie khookh 

drum [drAmJ n fiapafian, pi y^apHue; v 6apa6&Hirn>, hcitoji- 

HHT b hq VAapHbix 
drummer ['dr Aina] n CapaGaHiquK 
dry [drai] a cyxon 

due to ['dju: to] BCJieACTBiie, 6naroAapH 
duties ['dju:tiz] n AOJi>KHOCTHbie o6H3aHHOCTH 
dynamite ['dainamait] n akh&mht 

E 

earn [3:n] v aapadaTbiBaTb; 3acJiyxcHBaTb 

effective [iTektiv] a 3i|Hj)eKTMBHbiH, ycneumbin 

efficient [I'fijant] a KBanncjuirnipoBaimbiii, yMCflbiif 

effort [efot] n ycmieHHe, HanpnxseHiie 

ego [ egau] n h (cam); luynui. cohcTBeHHaa nepcoHa 

elect [i lekt] v ii36npaTb 

electronic devices DJieKTpoHHbie npn6opw 


B VOCABULARY 


e-mail ['iuneii] = electronic mail [ilek'tromk meil] ojieKT- 

poHHaa nouTa; cooomeHne, nepeflannoe no 3JieKTpoHHOH 
nouTe 

emperor [ empsro] n HMiieparop 
employment agency 6iopo no Tpy^oycTpoHCTBy 
empower [im'pato] v ynonHOMOUHBan,; flasaTb BO3M0XCH0CTb, 
npaso 

encourage [in'k,\rid 3 ] v noompHTb 

endowment [m'daumant] n bkjioa. Aap, noHccprsoBaHHe 
engine ['enefein] n annraTenb 

engineering section fsekjan] MexammecKHK OTAeJi, TexHii* 

'leCKHW OTAeJI 

enrollment fin'railmant] n Ha6op, kojiuhcctbo (npnH5rrtix 

cryASHTOB) 

enterprise ['entopraiz] n npeAnpuflTwe 

enterprising [ entapraizip] a npeanpHUMHiiBbifi, iiHimna- 
THBHLIH 

entertainment Lenta' teinmant] n paaBjieueinie 
entrepreneur [ ontropro'n3:] n rpp. npeAirpiiHHMaTeJib 
entrepreneurial L ontrapra'n^nal] a npeAnimmiMaTejibCKini 
environment [in'vaisranmant] n onpyx'.aioman o6cTanoDKa 
equal [ i:kwal] a pa3Hbin; v paanaTtca 
equality [i:'kwolitl] n paBeHCTBo 
error ['er3] n omndna 

essential [i senfsll a cymecTBBHHbiii, cymecTBenno na>KHbin; 

He06X0AHMbIM 

establish [ls'ueblif] v ocHOBUBaTb, ytipewtaTb 
etc. = et cetera [it 'set(a)ra] nam. H TaK AaJiee 
evaluate [I'vadjueit] v oueHUBaTb 
evaluation [i Vcelju'eijan] n oqeHKa 
exact science [ig'zaskt 'samns] TouHan HayKa 
exaggerate [ig'zsedjareit] u npeyBemmuBaTb 
excellent [ eksplant] a OT^nnHbifi 
exchange [iks lfeind^] n oSmch; u o6McnnBaTbCfl 
exclude [iks'klu:d] v ncKjnouaTb 

execution Leksi'kjurjsn] n Bbino.iHeHiie. ncnoJiHeHHC 
executive [ly zekjunv] n pyKOBOAmejib, aAMiiHiicTpaTop. py 

KOBOAxiu.uii paooTHHK; a iicnojimi r Tcm*mi&, opraHH3a 
TOpCKHH 
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executive director [ig'zekjuiiv di'rekta] jiipeKTop-pacnopn- 

AHTe/lb 

exhibit [lg'zibit] n oKcnoiiaT; Bi>iCTam<a; noicao; v BUCTaBJiOTb 
expand [iks'pa?nd] v pacniupnTb 
expect [iks'pekt] u 

expendure(s) [ik'spenditf3(z)] n pacxoAbi 
expenses [iks'pensiz] n pi pacxoAw 
expertise [ # cksp3:'ti:z] n cneunajibHbie 3 h<ihuh 
explain [iks'plein] u oGtacHaTt 

explorer [iks'pb:ra] n uccjieAOBaTe.il,; E. npoBOAmiK 
explosive [iks'plsusiv] n BapbiB^aToe BemecTBo 
express f iks' pres] v Bbipa>«aTb 

extra-mural ['ekstra'mjuarol] a 3aoH»biH hjih BenepHHH (o (]ja- 

KyjibTeTe) 

F 

fabric ['faebrik] n TKaHb 

face [feis] n npecTn>K, penyTamiH, aoctojihctbo 
face [feis] v cToaTb nepea; cMe.io cMOTpen> b jihuo 
facilities [fa’silitiz] ri oGopyAOBaHHe; cpeACTBa, ycTpoiicTBa; 
coopya<eHHH 

fair [feo] a nocpeACTBeHHbin 

faith [fei0] n Bepa, nosepue 

fall behind [ fo:l bihaind] phr v oTCTaBaTb 

far-sighted l fa:'saitid] a AajibHOBHflHbiii 

fasliion ['fas Jan] n moas 

fashion show [ faejan 'Jar] AeMOHCTpauna moa 
fashionable ['faejanablj a moahuh 

fast food [ fu-st 'fu:d] eAa, KOTopyio mohcho nepexBaniTb Ha 
cKopyw pyny (raMGyprepM, cochckh h t.a ) 
fault [fo:lt] n hcaoctatok, ao^ckt 

fault-finder ['fe lt fainda] n npiianpuiiBbiH qeJiQBeie, npnAHpa 
favourable ['feivarabl] a ojiaronpHHTHbm 
fax machine ['tasks ms'Jrn] (pane 

feasibility L fiza bilitl] n BbinojiHHMOCTb; B03M0JKH0CTb 

feature film [ fi:t/o film] xyAox<ecTBeHHbiH cJjmibM 
feedback ['fidbaek] n obpaTHan CBH3b 

fellow worker ['felau 'w3:ka] cocjiyHciiBep, TOBapmn no paGore 
felt-tip pen [ felt)tip 'pen] $jioMacTep 
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female [ fkmeil] n >KeHmnHa; a x<eHCKoro no.ia, xceHCKHH 

film clips OTpbIBKH H3 CpHJIbMOB 

finance [fai'mens] n <J)HHaHCbi 

financier [fai'n&nsid] n (JjHHaHCHCT 

find oneself ['faind w\n'self] 0Ka3aTbca, onyroTbcn 

finishing ['finifir)] n oTAenKa, nucTOBaa oGpaGoTKa 

fire [ faia] v ysojibHHrb 

firing ['faiorir)] n yBOJibHeHne 

firm I'f3:m] a TBepflHiH 

fit [fit] a npuroAHMH, noAxoAnmnit; 3AopoBMH; v cootbgt- 

CTBOBaTb, nOAXOAHTb 

fitness [ films] a naopoBbe, xopomaa ct)H3HnecKan (popMa 
fixed idea HaBH3HiiBaH hags 

flipchart [ flrptfad] miaKaTu, CKpen.ieHHbie Ha BepXHeM koh- 
ue peHKOH 
flour [ flaua] MyKa 
follow ['fblao] v cjieAOBaTb 
follower [ folaup] ri noc.ieAOBaTeJib, ctopohhhk 
footwear [ futwca] industry oGyBHaa npoMbinuieHHOCTb 
foresee (foresaw, foreseen) [fo='si:, fa'so:, fo:'si:n] v npcABHACTb 
formulate a new law [*fo:mjuleit...'ta:] <j>opMyjinpoBaTb ho- 
Bblli 30K0H 

forth [fo:0] adv BnepeA 
fortress ['fo.tris] n KpenocTb 

fortunate [ fo:tfnit] a cuacTJiHBLiH, yAanHbiH, yAaujiiiBbin 
forwarding agents SKcneAHTopu 
found [faund] v ocHOBbiBaTb 

foundation [faun'deijan] n ocHOBaaue, ocHOBa, 6a3a 
framework ['freimw3:k] n paMKH 
fries [fraiz] n KapTO(()eAL ^>pn 
further ['f3:ds] a A^AbHeiimiiH: 

G 

gadget [ gacfeit] n pcu?.. (noBoe) npucnocoo-iemie hjih ycT- 
POHCTBO; TeXHHHeCKaa HOBUHKa 
generation [ # djena'reijan] n noKOJieHHe 
genius [ c^hnjss] n OAapeHHocrb; renHa.ibiiocTb; reaiiii, re- 
HiianbHMH ne/ioBeK 
get to know [ get ...'nau] y3HaBaTb 


14 * 
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gift fgiftl n x ap 

gifted ['gift id] a o/iapeHHbiM 

global ['gldubdl] a MiipoBOH, BceMHpHbiH 

globe [glsub] fi map, 3eMnoii map 

glue stick 1'glu: , stik] KJieii 

goal fgsul] n uejib 

gold-rush ['gavldruf] 30Ji0Ta& jmxopaAKa 
goods [gudz] n TOBap(ti) 
goods show Lgudz far] TOBapwan BhrcTaBKa 
governor [ gAVana] n npanHTejih, rydepHaTop 
graduate [ graxfeuat] n BbiriycKHUK (KaKoro-n. yuedHoro 3a- 
BeAeHHn) 

graduate from [’grasdjiieit] v okohhhtb 

graduation [ grred3u'eij~3n] n oKOHuaniie nypca (b yuedHOM 
3aBe^eHHH) 

growth [grauO] n poct, pasBHTHe 
guarantee [ t gaeran ti ] n rapaHrnn; v rapaimipoBaTb 
guide to correct behaviour ['gaid...ka'rekt bi’heivia] pyKo- 
boactbo no KyjibType noBe^eHRn 
guitar [gi'ta:] n rarapa 
gymnastics [cfcmi nasstiks] n niM uacTMKa 

H 

hamburger ['h»mb3:ga] n raM5yprep 
handle ['haendl] v odpamaTLCH, o5xoAHTbcn 
handle people ['h<endl] odpamaTbcn c jiki^bmh 
handling [ haendlinl n o6xo>KzieHne, odpameinre 
hate [licit] u HeHaBHfleTb 
haughty fhrxti] a EanMCHUtm, dlicokomcphlih 
hazardous [haezodos] a onacHtm 

headquarters [ hed kwnrtaz] n rjiaBHoe ynpaBneHiie. iirrad- 

KBapmpa 

health [hel0] n 3AOpoBse 

hesitate [ heziteit] v KOJie6aTbc« 

hierarchy [haiorcrki] n nepapxua 

high-ranking [, hai'reokiQ] a BbicoKonocTaBJienHbiH 

hire f'haia] v HaHUMarb 

hiring [ haiaruj] n HaeM 

hole punch ['haulpAntf] jupoKOJi 
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honest [ omst] a uecTHun 
honestly ['onistli] ad v uecTHO 
host [h9USt] II MHOJKeCTBO 

hot-tempered [, hot 'tenipad] a BcntuibHHBWH, ropminti 
household [ haushould] a AOMaiiiHHH, 6litoboh 
housekeeping [ hauskiipip] n /lOMamHee X03HHCTB0, aomo- 
BOACTBO; aAMnHIICTpaTHBH0-X03HHCTBeHHaH padOTa 
hunt [IiMit] v oxoTnTbca 
hurt (hurt, hurt) [h3:t] v odHJKaTb 

I 

ill-mannered [ iIiTuenod] a HeBocmrraHHbm, rpydbin 
imagination [r msdji'neijan] n TBopnecxoe Boodpaxcenne 
imaginative [fmfficfeanativ] a oaapenHbiH doraTMM Booopa- 
jKeHneM, od.iaflaiomiiH TBopuecKHM Boodpa^eniieM 
impatient [im'peifdnt] a HeTepnenuBbiii 
imply [im’plai] v 3nauHTb, noApa3VMeBarb 
impress [ini' pres] v npoii3BOAHTb BnewaTjieHne 
impression [im'pre/sn] n BneMaTJieHne 
improve [im'pru:v] u yjiynmaTb 
in order to [ o:do] a.ih Toro, mto6li 
in spite of [spait] hgcmotph Ha 

inadequate [in Eedlkwit] a He cooTneTCTRyforuHii neiviy-Ji., He 
oTBenaJOiqiin TpeGoBaHiiaw 

inbetween ^inbi'twim] n nocpegHHK; npoMOKyroic; npoivie- 
^KyronHoe 3 bgho wenefly oahhm ii btoplim 
incentive [in'sentiv] n cTMMyji, nobyacAemie 
including [in'klu:diri] prep BKJiiOMan 
income [ inksm] a 

incorporate [in'koipdreit] v BKjnouaTb, bboaiitb (b cocTaB); 

coe,HHHOTb(ca) f oo'beA**HaTbca 
incorporation [in ko:p9 rcifpii] n Kopnopamia, od'beAHHeHHe 
independently f indi'pendantli] adv He3aBHCHM0, ca.MocTon- 
Te-ibiio 

industrious [in’dAStrios] a paGoTocnocoonbin, TpyAo;no6nBbiii 
influence [ influans] r BJin&BHe; v bjihhti* 
ingredient [in'gri:djom] n cocTaBHan nacTb, HHrpeAneHT 
innovate [ ma(u)veit] u BBOAJiTb HOBinecTBO 
innovation [ ino(u)'veiJ’an] n HOBOBBeAeHiie, HOBinec.TBO 
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inspire [in'spaid] u baoxhobjiatb, BOOAymeBJiHTb, cTHMy.in- 
pOBaTfc 

instant ['instant] a MrHOBeHHbin, HeMeAJieHHbift 
insult [in'sAlt] v ockop6jiat& 

integral part of [ inligral pai] iicorbeMACMnn uqctl ncro-Ji. 
intelligent [in telid^^nt ] a yMHuii 
interfere with [ inio'fia] v MeinaTL (ueMy-Ji.) 
interference f inta'fiarans] n BMeinaTe.ibCTBo; noMexa, npe- 
nnTCTBiie 

international law [ mt3: na?fan! b:] MOKAvnapoAnoe npnBo 
interpret [in' 1 3:prit ] v nepeBOAHTb (ycTHo) 
interpretation [in, t3:pn'teijan] n nepeBOA (ycTHKiu) 
interpreter [in't3:pnt3] n (ycTHbrii) riepeBOAHiiK 
interrupt [ lnia rApi] u npepbisaTb 

interview [ intavju:] n codeceAOBamie; v npoBOAHTb cooece- 
AOBanne 

interviewee [ intsvju: i:] r npoxoAJnmin cooeceAOBaHiie 
interviewer [ intavjma] n npoBOAHmiin coGeceAosaHHe 
introduce [ inira'dju:s] u bboahtb; npeACTaB.iHTb 
invent [in 'vent] HaoopeTaTb 

invest [in' vest] u noMeiqaTb, BKJiaAbiBaTb (AeHbrn) 
investigate [m'vestigeit] u pacc.ieAOBaTb, iiccjieAOBaTb 
investment [in vestment] n (KannTflJio)BJio>KeHHe 
invitation [ invi'teijan] a npnrjiameHHe 
invite [in'vait] v npnuiaiuaTb 

involve [in'volv] v BKjnonaTb b ce6s; 3aKAK>4aTi», C 0 ACp;Karb; 
noApa3yMcoaTb 

iron [ man] n >Ke.ie3o; a wejieaHbrii 
irritable [ mlabl] a pa3npa }KHTe a bHti h 
issue [' isju*] /? (cnopHbiii) Bonpoc 

J 

jazz [d^tez] n A>Ka3 

jogging [ d3Dgin] n oer pa3\nraoHHbiM TexnoM 

join [dpin] o BCTynaTt; npiicoeAHnnTbcn 

joint [ d3Dint] a o6mnii, coBMecTHbrii, coeAHHeHHbrii 

joint venture 1. (fpint ventfa] coBMecTHoe npeAnpHATiie 

joyful [ dsoiful] a iiojihbih paAocTit, cuacTjiHBbin 
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justification [ ctjastiti'keijan] n obocHonaHiie 
justly [cfeAStli] cidv cnpaBeAAHBO 

K 

key [ki:] n kjiioh, KmoueBan no3imnH, BepHbin nyTb; a r/iaB- 

Hbiir, BCAymiiH 

kind [kaind] a Aoopbifi 
knitwear [ nitwrs] TpuKOTa^K 

L 

labour law [ieibs io:] TpyAOBoe npaBo 
lag behind f'laeg bi'haind] phr v oTcraoaTb 
landlord [isendbxi] n noMemnn 
launch [*b:ntf] v HaEimaTb (BbinycKaTb) 
laundry ['brndri] n npaueuna^ 
laureate [ bunt] n jiaypeaT 
lawyer [logs] n lopncT 

leave out ['li:v 'aut] v nporiycKaTb, ynycKQTb 
lecture notes [iekt/3 nauts] KOHcneKTu 
left-brain [leffbrein] n JieBoe nojiymapue M03ra 
legion ['Indian] n jiemoH 
level [ lcvl] n ypoBenb 
Levis [ii:vaiz] n a>kiiiicli «JInBaH3* 
likely [iaiklr] a bo3mo>khi,ih, BepoATHbiii 
literate [iitarit] a rpaMOTHbin; o6pa30BaHHbin 
loading dock [iaudip dok] norpy30HEaa njiaT^opMa 
logistics [Ia(v)'d3i5tiks] n AoriicniKa; cHabweHue, MaTepu- 
ajibHo-TexHinecKoe odecncnenne 
lose one’s temper [iuz...'temp3] Tepa-n, ca.woo6jiaAaHne 
lose (lost) [lu:z. lost] v npowrpbrBaTb; Tepjm> 
loss [Ids] n noTepn; ypoH; ydbiTOK 
low grade Lbu'greid] a HH3KOcopTHbiw 
loyal [ bial] a BepHbin, npeAaHEbiM 
loyalty [ lcialu] n BepaocTb 

M 

magnate [’ma;gn(e)it] n MarHaT 

magnificent [nuegnifisant] a BCJiHKOJienHbdi, Be.n inecTBeHEbivi 
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major [’mcicfea] n riiasHbiu npeAMeT cneunajiH3aunM, CTy- 
AeHT, cneiiHajiii3HpyK)inHHCH no naKOMy-ji. npegMeTy; 
v cnen,MfljiH^HpoBaTKCH: a rjiaBHww, ochobhou 
machine-tool [m3 Ji:n, tu:lj n ctshok 
male [meil] n MyjK t iHHa; a Myxtcicoro nojia, My>KCK 0 K 
manufacture [ mzenju'fcekt/o] n iipoii3boactbo; v npoii3Bo- 

AHTb 

manufacturing supervision [ mamju'fsektforip , sju:po'vi39n] 
ITpOHSBO/tCTBeHHUH KOHTpOJIb 
marketer [ ma.kita] n aMep . npojiaBeu 
marriage [ niaencfe] n 3aMy?KecTB0, jKemiTbba, opaK 
mass media [ ma‘S mkdia] cpeACTsa iviaccoBoit nH(J)opMaL^iiH 
master’s degree [ marstoz di, gri:] CTeneiib ManiCTpa 
matter [maeto] n Bonpoc, as.io; v HMeTi> 3HaueHne 
measure [me 30 ] v imiepuTb: n Mepa 
mechanics [mt'kamiks] a MexaHHKa 
medicine [ med(i)sin] n MeAHiuma; jiexapcTBo 
mediocre [mirdiavko] a nocpeACTBenimii 

melancholic ^ metan'kDlik] a MenaHXOJiwuecKHH, rpycTHbiu, 
nenajibHbiH 

memorial plaque [mr'msnal 'pkek ('plu:k)] Me.MopiiajibHaa 
flocna 

menace [ menis] n yrpo3a, onacnocrb 
merchant [rn3:tJont] n xynei; 

merge [rm:cfe] v norjiomaTb: cjniBaTb(cH), coeiWHflTb(cH) 
merger [ nnid^a] n c^nnuue, oObeAimeHiie (KOMnamnl) 
mergee [rmi'djir] n OAHa 113 od-beAnnaiomHxcB KOMnaHHH 
message ['mesicjj] n coobmeniic, micbMo 
messy [ mesi] a HeonpBTHtiii 
micrometer [mai'kromita] n MHKpo.MeTp 
microprocessor f'maikra'protseso] n MiiKponpoueccop 
mild [maild] a mhi-kuh 
mind [maind] v B03pajKaTb 
mine [mam] n maxTa; Ao6biBaTb (yro.ib, pyAy) 
mineral dressing [minorol dresiol odorameme nojieaHbix 
HCKonaeMbix 

mining ['mainn)] n ropnoe aejio, ropHan npoMbinuieHHOCTb; 
attr ropiiLifi 
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minor ['mama] n BTopocTeneHHbin, He ochobhoh npeaMeT; a 
BTopocTeneHHbiii; v H3yuaTb b KanecTBe btopoh cneun- 
aJTbHOCTH 

minutiae [mai'njurjn:] n pi jiam. Mejiosn 
misjudge [ mis'djAdj] v HeAOOueHHBarb, HeBepHO oiiemiBaTb 
misjudgement [ mrs djAC^nmnt] n HenpaBHJibHoe MHemie, 
cy»CAeHne; HeAOOijeHKa 

mismanagement [, mis'niamic^rnant] n iuioxoe, HenpaBii.iL- 
Hoe vnpaB.’ieHHe 

mobile phone [ moubail fain] MoGuabHbiM Tejie<|)OH 

monitor [ mom to] n CTapocra 

motivate [ mouliveit] v no6y>KAaTL, MOTiiBHpoBaTb 

motto [ motou] n j\enm 

move [mu:v] u uepeMemaTb, nepeABiiraTb 

Muscovite ['mAskovait] n mockbhh 

musician [mjur'zijon] n MyobiKaHT 

mutual [ mjurtfual] a B3anMHLiH, oooioAHbiH 

N 

national insurance benefits rocyAapcTBeHHbie cTpaxoBbie 
nocoGna 

neat [ni:(] a aKKypaTHbiii 

necessary [ nesosori] a Heo6xoAHMbm 

neglect [my lekt] v npeHe6peraTb 

negotiatioji [ni # you/rei/on] n neperoBopu 

network [network] n ceTb 

no matter how [ nou 'mxto] Kax 6bi he dbino 

no matter what uto 6bi hji 6biJio 

noble [ noubl] a (jjiaropoAHhTn 

non-profit organization [ non profil . orgonai'zeijon] o6me- 
cTBeHHaa oprami3aujia (ojiaroTBopiiTeAbHan, npocBeni- 
TejtbCKaa) 

Nomegian [no: wirdpn] a HopBe>KCKiiii 
numerous ['njuunoros] a MHoro'mcAeHHbiir 
nutrition [njur'tri/on] n nnTaHJie, numa, kopm 

O 

obey [o bet] v cjiytnaTbca, noBHHOBaTbca 
objection [oh djekfon] n B03pajKeHiie 
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obstinate [ obstinit] a ynpflMbiii 
obvious fobvias] a ohchhahum 

occasionally [a'keijnsli] adv cjiynaHHo; H3peAica, Bpc.Mn ot 
B peMeHH 

offend people [a' fend] v o6n«cari» 

official [a'fi/al] n aojukhocthoc jihuo, hhhobhhk 

opinion [a'pinjan] n MHeHiie 

opportunity [ Dpo'tjumitl] n bo3mo>khocti> 

oral care [ o:ral kra) yxoa 3a no.iocTbio pTa 

order [’add] n npiiKa3. 3ana3; v npnKa3HBaTb, 3aKa3biBaTb 

order processing ['o:da 'prausesiq] oOpaboTKa 3axa3a 

Oriental [ o:ri'entl] a boctohhbih 

otherwise [Adawaiz] adv nHane 

outline [ autlain] n Haopocon, sckh3, onepic; v obpHcoBaTh, 
HaMenrrB b obmnx nepTax 
overall [ auvaro.l] n cneitoAeacaa, pa6o«m& xajiaT 
overnight [ auva'nait] adv n^pyr, neonviiAaiiHo, cpa3y nee 
own [atn] v BJiaaeTL 

P 

p.rn. ['pi:'emj = post meridiem ['poustmd'ridiam] adv nocjie 
nojiyAHH 

package ['p<ekid$] v ynaKOBbiBaTb 
pants [pa?nts] n ajnep. inTaiiLi, 6pxoKH 
participate [pa: ' tisipeit] v yqacTBOBaTb 
participative [pa:' tisipeitiv] v y^acTBOBaTb 
parties [ pu:tiz] n cTopoubi (AoroBopa) 
partnership ['pa:tnajip] n napTHepcTBO 
patient ['peijant] a Tepne/uiBbui 
payment [pennant] n onjiaTa 

payroll [ peirsul] n cJjoha 3apa6oTHOii nnaru; njiaTexcHaa Be- 
AOMOCtl; cnncoHHbiii coeras 
peer [pia] n poBHbui (cBepcTHHK * KOJinera a t.a.) 
performance [po'formons] n hht€hchbhocti> TpyAa, paooTbi; 

BbrnojineHiie, AencTBue 
performer [pa fonna] n ncnonuHTejib 
perhaps [pa harps] adv MOxeeT obiTb, bo3mo>kho 
peril ['peril] n onacnocTb, pncK 

permit [pa mil] v AonycKaTb; pa3pemaTb, no3BonaTb 
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persistent [pa'sistant] a y nop huh. HacTOHnuBbiii 
personality [ p3:sa'na?liti] n jih^hoctb, iiHAHBHAya.ibHOCTb 
pet [pet] n JiiobxiMoe acHBOTHoe 
pharmacist ['farmasist] n c|>apMaueBT 
philanthropist [fi'lamGrapist] n (JnmaHTpon 
philanthropy [fi'kenOrapi] n cpujiaHTpomia, GjiaroTBopHTejib- 

HOCTb 

phlegmatic [fleg'mastik] a (hnerMaTHHHbiii, bhjibih; ciiOKOMHbiH 
picture ['piktfa] v pucoBaTb; npeAcraBjiHTb ce6e, BOo6paa<aTb 
pioneer a technology [ paia'nia teknobetp] olitb nepBOOT- 

KpbiBaTe.rieM TexHOJioniw 
place [ pleis] v onpeAe.iHTb Ha paboTy 
plain [plein] a upocroH 
pledge [pled 3 ] n ooemamie, o6«3aTejibCTBO 
point [point] n rviaBHoe, cyTb, cmlicji, «cojib* 
point out [ point aut] v yKa3biBaTb, obpamaTb BHHMaHHe 
polish ['poll/] V HHCTHTb 
polite [po'lait] a BeaoiHBbiii 
pope [parp] n phmckhh nana 
position [pa'zi/an] n aoji^khoctb 
possess [pa zesj v Rjia/ieTh; objiaAflTb 
postgraduate ['paist grarcfeuil] n acmipaHT 
power [para] n ciuia, BJiacTb 

power figure ['paua'figa] ue-iOBeK, o6jiaAaiomiiii BJiacTbio 

powered supports Mexanii3iipoBaimaa npenb 

praise [preiz] n noxBajra; v xBamm, 

predict [pn'dikt] v npeACKanbmaTb, nporH03HpoBHTb 

prediction [pn 'dik Jan] n npeACKa3aHHe, nporH03 

present [pri'zent] v npeACTaBjiBTb 

prestigious [pra'stic^as] a npecTiijKHbm 

prevailing [prt'veihr)] a npeo6^aAaiomiiH» npeBajiHpyioiUHH, 

pacnpocTpaHeHHbiH 
prevent fpn'vent] v npeAOTBpamaTb 

prevention [pri ven/an] n npeAynpeamemie, npeAOTBpameHHe 
pricing [ praisip] n iiaoHaneHMe uenbi, ueHoo6pa30BaHne 
pride [praid] n ropnocTb 
priest [pri:st] n cBameHHHK 
private [ praivit] a HacrHbiii 
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proceed from [prd'skd] v npoiicxoAHTb, wcxoAMTb 
procurement [prs'kjuamant] n 3ai<ynKH, MaTepnajibHo-Tex- 
HH^ecKoe CHa5>KeHne, nocraBKa 
produce views [pro'dju:s...'vju:z] BbiCKa3MBaTb to’iky 3peH»H 
product [prodakt] n npoAyKT 
production [pro d.\k/n] n upoh3boactbo 
production management ynpaB.ieHne npoii3BOACTBOM 
production manager pyKOBOAHTejib npoH3BOACTBa; Hauajib- 

HMK npOH3BO£CTBeHHOrO oTAeJia 

profit by [ profit baij u no;iyHHTb npnCbuib ot nero-Ji. 
profits [ profits] n aoxo aw 

prominent [ prominent] a BbiAaioiuiiHca, bii^huh, H3BecTHbi]i 
promote [pro mout] v peKJiaMHpoBaTh; npoABiiraTb no cjiy>K- 
6e; cnocoScTBOBaTb, noworaTb 
promotion [pro'maufan] n peKJiaMa, peKJiaMHaa KaMnaHna; 

peKJiaMiibrik MaTepiiaji; npoABn>KeHwe no cnya<6e 
prone (to smth) [proun] a cKJioHHbiii (k ueMy-ji.) 
proper [’props] a HazuievKanuiii, npaBHJibHbiH 
properly [ propsli] adv nan cjieAyeT, npasnAbHO 
prospective [pras’pektiv] a oyAymmi, o*KHAae\ibm, npeAno- 
jiaraeMbin 

prosperous [ prospsros] a npoueeTaiomml 
psychology [sai'kolsibi] n ncHxojionia, nciixuna, ocoOeHHO- 
cru xapaxiepa 

pumps [pAmps] n TycJmu-jiOAOUKH 
purpose ['p3:p3s] n uejib 

purposely [ p3:pssli] adv HapoHHO. c nejibio. npeAHaMepeHHo 

pushy [' pu/i] a HanopttCTbin 

puzzle [ pAZl] n 3araAKa, ronoBo.iOMKa 

Q 

quality [ kwollti] n KanecTBO 

queue [kju:] n onepeAb; v ctohtl b ouepeAu 

R 

R&D department OTAeji HayuHO-iiccjieAOBaTejibCKiix 11 ontiT- 
HO-KOHCTpyKTOpCKHX paOOT 
raise [reiz] v noAHii.MaTb 

reach [ri:tf] v aocthub, AOOHTbca (uejrn, ycnexa) 
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realtor [ rialts] n a.sipp. areHT no npoAaa<e neABiixoiMocTH 
realty [’rislti] n hcabh >KHM oe HMymecTBo 
reason [ ruzn] n upiiHiina 

reasoning [rrznip] n oOtacHeHiie, apryMeHTamia 
receive [ri'si:v] nojiyuan* 

receptionist [rr'sepjanist] n cenpeTapb, BeAymnii npne\i rio- 
ceTHTejieii 

recession [ri'se/ant] n cuaA, peneccun, naAeHHe, noHiDKeHHe 
recipe ['rcsipi] n peueirr 
recognition [ rekag’mjan] n npn3HflHne 
recognize [ rekagnaiz] v npmHaBarb, y3HaBaTb 
recruit [rr*kru:l] u BepboRaTh, HaOnpaTt, nonojTHBTb (coctsb) 
recruiter [ri'kru:ro] n BepOoBmiiK 
recycle [ri 'saikl] v neno:ib30BaTb dobtopho 
referee [ refe'ri:] n jiki;o, Aaionjee peKOMeHAaumo 
reference f'refrons] n peKOMeiiAamin; nimo, aaiomee peno- 
MeHAauHio 

refuse [ri'fjirz] v 0TKa3biBaTbca 
reggae [reyei] n perrn, perreii 

reinforced concrete [ ri:in'fD:st kDnkriit] xceAe3oCeTOH 

relate to [ri'leit] v otiiochtbc n k 

relations [rfleijanz] n OTHouieHHa 

reliable [rflai^bl] a naAOKHhm 

relocate [ rMav'keit] u uepecejiaTb(cH) 

rely on [ri'lai] v nojiaraTbca Ha 

remain [n mein] u ocTaBa-rbca 

remarkable [ri'mcnksbl] a 3aMenaTe.iLHbrii, BtiAaiomHiica 
representative [ repri zentstiv] n npeACTaBUTero, 
reputable ['repjutabl] a yBa>KaeMbiH 
request [ri kwest] n upocb6a; v npocHTb 
require [n'kwaia] v TpeboBOTb 

research laboratory [n's3:tf Is'lmralan] Haynno-HCCJieAOBa- 
Te.ibCKaa AaSopaTOpnn 
researclier [n's3:tfa] n iiccjieAOBarejib 
reserved [ri'zawd] a CAepxcaHHbiM, HeoOiuuTeAbBii.nl 
respect [ns'pekt] n yaa>KeHHe; v ysa>KaTb 
respectable [ns pektabl] a nouTeHHbiii, npnmpiHbiii 
respectively [ris peklivli] adv cooTBeTCTBeHHo 
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respond [ns'pnnd] u OTseuaTb, pearapoBarb 
responsibilities [rre pDnsi'bilitiz] r (AOJin<HOCTHLie) ooH3an- 

HOCTH 

responsible [risponssbl] a OTBeTCTBeHHhiH 
resume ['rezju(:)mei] n i/jp. pe3ioMe; cboakb, coAep/Kaman cse- 
neHHfl o nejiOBeKe, ero o6pa30saHnn t npoc})eccnii n t.a. 
retain [n'temj v HamiMaTb (nocpeaHHKa) 
retainer [ri teina] n nopy^eHHe nocpeannKy wan aaBOKaTy 
BeaeHwn aea a; coraamenwe we> Kay KJiweHTOM w nocpea- 
HHKOM 

return [n torn] n aoxo a, npn6i>uib 

reverse [ri'v3:s] u otmghhtl, aHHyawpoBaTt 

review [ri'vju:] v npocMivrpHBaTb, npoRepmu, 

reward [rr'woid] n Harpaaa; v HarpaacaaTb 

right-brain [raitbrcin] n npasoe no.iymapwe M03ra 

rival [ raiva!] n conepniiK, KonnypeHT; a KoiiKypiipyioiniiii; 

v KOHKypwpoBaTb 

rotation [rou'teijan] n poTamin (koapob) 
rough [i aI] a rpyObiii 
rove [rsuv] v dpoAiiTb 
rude [ru:d] a rpy6biM 

S 

sack [sa?k] v ysoJinTb 

sad [saed] a neqa-iBHbiii, rpycTHuil 

safe [seif] a Ce30iiacHbitt 

sales figures [ seilz figaz] AaiiHbie o npoAa>Ke TOBapoB 
sales reductions [n'dAkJanz] CHiiMceHne ob'sewa cbbiTa 
sales technique [tek'nirks] MeTOfl npo£a>K 
sand [szend] n necoK 

sandpaper ['s^n(d) peipa] n Ha/KAauHaa 6y.\iara 

sanguine [sarngwin] a caiirBiunnecKHH, HCH3HepanocTHbiii 

satisfaction [ ( sa*tisfcek/on] n yAOB.ieTBopeHwe 

satisfy [ sjetisfai] v yAOBJieTBopaTb 

satisfy the needs yAOB.ieTBOpHTb noTpe6HOCTH 

save (one’s) face He ypoHHTb aoctohiictbq, cnacTii cboio pe 

nyTanifio 

scarce [skeas] a ne^wmiTHbiii. HenocTawmHH 
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schedule [ Jedju:l], aMcp. ['skedjud] n pacriHcaHne, Ta6jiwua, 
rpad)WK 

science and engineering Hayna h TexHHKa 
Scotch tape [ skDtfteip] cKjieHBaioiuaH jieHTa, «ckoth* 
search [ S3:tf] n iiohckh; u iicicaTb (for) 
secure [si kjuo] u rapaHTiipoBaTb, o6ecneuHBaTb 
seek, sought [si:k. so:t] v wcnaTb; nbiTaTbes, cTapaTbCH (c noc- 
jieAyiomHM Inf. | 
sense [sens] n T iyBCTBo; cmbicji 

sensible [sensabl] a paoyMiibrii, 6.iaropa3yMnbui, 3ApaBOMhic- 

jiflntHH 

sensitive ['sensitiv] a HyBCTBirrejibHbni 
sensitivity [, sensi'tiviti] n ^yBCTBMTejibHOCTb 
service industry [ s3:vis 'indastri] ctbepa yenyr 
service station aBTOcepBiic 
set up v yupe»<AaTb, ocHOBbiBaTt 

sexual harassment ['sekfral haTasmant] ceKcyajibHoe aomo- 

raTejibCTBo 

shape [Jeip] n <]>opMa; u c]>opMHpoBaTb 
share [/ea] n aKpun 
shareholder [ feshaulda] n aKmioHep 
shift [Jift] n cMeaa 

shop- window ['Jbpwindau] n BiiTpiiHa Mara3HHa 
shortcoming [ Jod k/Virurj] n HeAocxaToic 
should Lfud] v cjieAyeT. noji>KeH 

show (showed, shown) off ['Jsu ('Jaud, 'Jaun) 'Df] u xbbc- 
Tarb, pncoBaTbca 
sign [sain] n BbiBecna 
silence [ saibns] n TimjHHa, MonuaHHe 
similar [ simila] a noxo>KHH, noAobHbiw 
skill [skil] n onbiT, wcKyccrBo; y.MeHiie; TajiaHT , Aap, cnocod- 
hocth 

skill in / at using a computer yMemie nojib30BaTbca KOMnb- 
lOTepOM 

smart [smu:t] a cooGpa3HTe;iLHbiii, yMHbiw: moahmk 
smile at smb. yJibi6aTbCH KOMy-n. 
soap [saup] n MLi.io 
soar [so:] v noBbimaTbcn 
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soberly | SDbali] ado Tpe3Bo 

sociable ['saujiabl] a oomnTe.ii.Huii 

socialize ['sau/alaiz) v oomaTbcn 

society [sa'saiatil n o6mecTBO 

software ['sDftwea] n nporpaMMHoe ooecneueHHe 

solution [sa'lmjan] n peuiemie 

sophomore [ sofamo:] n a.Mep. cTVAcnT-BTopoKypcHHK 

sound [saund] n 3ByK; v 3BynaTt 

source [sa:s] n iiCTOUHirK, ocuoBa, Hanaro 

sower [sauaj n ceajiKa 

space jspeis] n npocTpaHCTBo, MecTo 

speak out ['spi:k 'aul] phr u BhicKasbiBarbca otkpobchho 

specialist in smth [’spejalist] cnenna.niCT b k&kok-ji. o6.iacTii 

speciality spejVffilitl] n cneunojibiiocTL; cneuiiajiH3amia t 

OCHOBHOe 3aHHTHe 

specialization [ spejalai'zeijan] n cneuna;ni3anHfl 
specify [ spesifai] v tomho onpefle.iflTb, vcTaHaB.iHBaTb 
spelling f spelml n npaBoiiHcaHue 

sporty [ spo:ti] a pcut. cnopTCMeHCKira; JiHxoii, yAajioii; me- 

roJifaCKoii; Becejinmnucfl 

spreadsheet [spredJTt] n KpynHochopMaTHna Ta6jnma 
stage [steicfe] n CTa^HH, cTyneHb, 3Tan 

stand one's ground ['staend ../graund] ue oTCTynaib, croarb 
Ha CBoeM 

stand for [staend] v 03HaHaTb 

staple goods ['steipl gudz] MaccoBue TOBapu, ocaoBiiLie to- 
oapLi 

stapler [steipla] n cTenjiep 
starch [sta:lj] n KpaxMaji 
state [steit] i; 3aaBJiHTb t yTBep>K<aaTb 
stationary goods KamtejiapcKiie Tosapbi 
stocks [sinks] n okixuh xi o6jiHramra 
stone [staun] n KaMeHb 

stranger [streindp] n He3HaKOMbiii ^ejioseK, HeaHaKOMeu 
strength [strepO] n CHJia, cu.ibHan cropoHA, aoctohhctbo 
strenuous ['strenjuas] a HanpHweHHbm, tpvahuh 
string [strip] n cTpyna 
stubborn [stAbon] a ynpnMuii 
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student body Lstjud(a)nt 'bodi] KOHTHHreHT cTy/ieHTos 
study by correspondence ['stAdi bai knris'pDndans] yuHTtc a 
3aO^IHO 

sub-editor [S/vb'edita] n noMomHHK peaaKTopa 
subnormal [sAb'nounsl] a noAHop.MajibHbiH, HH»e HopMa.ib- 
Horo 

subspecies [s.\b'spi:Ji:z] n noABHflbi 
suffer ['sAfd] v CTpaaaTL 

sugar manufacturer [ Jugs, maenju'fajktjsra] npoH3BOAHTe.iL 
caxapa 

suggest [safest] v npe^jraraTb 

suggestion [sd'd^estfan] n npcA^OHOHixe 

suit [sjuU] v VAOBJieTBopnTK Tpefiona h h jtm , no/ixoAHTb 

suitable ['sjictdbl] a noaxoAHmnii. cooTBeTCTByromnii 

summon [ SAman] v BbiabiBaTb 

superior [sjir'piana] n HanajibHHK, BbimecTOHmuu 

supervisor ['sju:pdvaizd] n iiqacmotpihhk, KOHTpo.iep 

support |s3*po’t] n no;uep>KKa; v no;wep>KHBaTH; coaepacaTb 

supporter [sa paua] n ctopohhiik 

surface |'s3:fis] n noBepxuocTb 

surround [sa'raund] v OKpy>KaTb 

survey [ S3:vei] n otuot 

surveying [sa venq] n ci>eMKa, MapKineHAepun 
survive [s.Vvaiv] v BbiaoiBaTb 
Swedish ['swiidij] a uiBeacKHn 
swiftly ['swiflli] adv 6bicTpo 
switch [switf] v nepenjiioMaTbCH 

swanky ['swaerjki] a pa:iz. iqerojiLCKOH, mHKapHwii; xBacT- 
-IHBblH 

synthetic [sin'Oetik] a ciiHTeTHuecHxiH 

T 

tactful f'tacktful] a raKTHHHbifl 
tailor [' teila] n nopTiioxi; v rmrrb 
Taiwanese [ taiwa:'ni:z] n TaiiBaHeu; a TaiiBairbCKHH 
take over [ teik 'arva] phr v npHcoeAKHHTb (cpHpMy) 
takeover [ teik auva] n npHoSpeTemie KOHTpojibHoro naneTa 
fiKHHii (KaKOtx-Ji. KOMnaraH Apyroii Ko>maHnefi); cjnia- 
Hiie KOMnaHHH; nor.iorucmie oahoh komhohhh flpyroH 
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tap-dance ['tsepdcnns] v oTdnBaTb neneTKy 
task [tcnsk] n 3a a Ana, aa^aHHG 
team [ti:m] n KOManja 

technical drawing ['tekmkal drain]] nep4eHne 

temperament ftcmparamant] n TCMncpaMcnr 

tend v nMGTfc ckjtohhoctl, TeHAeHU.HK) 

tender [ lends] a He^cHBiH 

tenuous ['tenjuas] a 6eAHbiii, He3Ha'mTe^bHbiii 

terms of delivery [t3:mz av di'lrvan] ycjiOBHH nocTaBKii 

terms of payment ycjiomia odjx&tu 

textile [ tekstail] industry 

though [dsv] conj xoth; HecMOTpn Ha 

through [Oru:] prep uepe3, nocpeflCTBOM 

tie [tai] v cBHabiBaTb 

tip [tip] a pu3z. HaMeK, cobct 

tiresome [ taiosom] a yroMirreJibHtiH:, cKyuHtiii 

tobacco [ta'b^kau] n Ta6aK 

tolerance [ lolarans] n TepnuMocTb (k neMy-Ji.) 

tool [tud] n HHCTpyivieHr 

top [top] v npeBocxo#HTi», 6uTb nepBbiM 

tornado [toi'neidau] n cHJibHwii yparaH, CMepn 

tournament [ tusnsinsnt] n typhhp 

trade [ireidl n npodieccHH; ToproBJia; v ToproBaTb; a npo- 
cfjec cn OHan bH bi n 

trademark [ireidmcrk] n Toproaan \rapica 
transfer [tra?ns'f3:] v nepenocirrt, nepeflaBaTL 
transition [traen'zijsn, tr2en'si33n] n nepexoA 
treat [tri:t] v OTHOCHTbca, odpamaTbca 
trial [ traial] a ncnbiTaHne 
trifling ['traiflii]] a nycTHKOBLiii 

trim [trim] a aKKypaTHbiii, nonraHyTbiit, HapnAHtni 

trust [irASl] rt Bepa, AOBepue; v BepiiTb, AOBepnTb 

trustworthy ['trAStW3:di] a aacjiy>KHBaioLUMH AOBepna 

tsar [za:] n aapb 

turn into [t3:n] v npcspamaTi, b 

twice [twais] adv aba paaa, abaxcaw 

tycoon [tai'kuin] n MarHaT, BopoTKJia 
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u 

unattractive [ Ana'lneklrv] a HenpHBJieKaTejibHhiH 
uncertainty [An's3:tnti] n HeimBecTEOCTb, HeonpeAeJieHHOCTb 
uncommunicative ^ Anka'mju-.mkoliv] a Heo6uu*Te^tHLiii, 

3aMKHyTbIH 

undergraduate ['Mida gra^uat] n ctyacht nocjieAHero Kypca 
undisciplined [An'disiplind] a HeAttcu,:nnjiHHnpoBaHHbiH 
unexpectedly [ t Amks'pektidh] adv Heotfcimamio 
unfortunately [An ' lb: if nit li] adv k conca.ieiimo, k aecuacTbK) 
unique [jw'nuk] a yHHKajiLHbiH, eAKHCTBeHHbiii b cBoeiu po^e 
unite [jur'nail] v oo'benHHHTb 
unjust [an'd^ASt] a HecnpaBeAJiHBbiH 

unproductive [ .uipra'dAktiv] a HenpoAyKTHBHbrii, Henpoii 3 - 
BOAHTCAbllLIH 

used [ju:st] to -r Infinitive HMeTb b nponuioM o6biKHOBeHKe 
Ae^aTb uto-jiw6o 
useless [ ju.slis] a 6ecnoJie3Hbm 

V 

value [’vadju:] n neuuocTb; v ueHHTb 

vanity [vamiti] n Tmec.iaBue 

variety of [vo'raioti] MHoa<ecTBO, p«A 

various ['veanas] a pa.uiwHHbiH 

vehicle ['vi:ikl] n TpaHcnopTHoe cpeACTBO 

vendor ['vends] n npoAaBeu; 

victim [viktim] a ncepTBa 

view [vju:] v ocMaTpneaTL, paccMaapnBaTb 

violate [vaialeit] v HapymaTb 

virtuous ['v3:tfi>9S] a AoopoAeTejiLHBin 

visualize [’vi^ualaiz] v AenaTt bhahmhm, HarnHAHbi.M 

vitality [vai'taeliti] n Hcii3Hecnoco6HOCTb 

W 

wander [wDnda] - rove [rouv] v opoautl 
waste [weist] n oecno.ie 3 Haa TpaTa; v TpaTHTt, pacTouaTb 
(Bpe.wa. AeHbri-i) 
weakness ['wi:knis] n cjiadocTb 

wealth [weld] n 6orarcTBO, MaTopnajibiibic aciiiiocth 
wealthy [ welOi] a boraTbiii, cocTOBTe.ibnbiit 
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well-bred [ wd'bred] a BoenKTaHHblii 
well-dressed ['wel'drest] a xopomo oagtlih 
wet [wet] a mokplih, B.Ta>KHT.iir 

whenever [wen'evo] adv Kornabbi hh. bchkhh pa3. Kan tojilko 
whether ['weda] con) jm 

wholesale [' hsulseil] n onTOBan ToproBJin; a onTOBbiii 
will (willed) v xotcti,, >KejiaTb 
willing [ Willi]] a roTOBLiii (oxotho) CAejiaTb mro-Ji. 
willingness [ ' wilionis] n roTOBHOCTb 
win, won [win, WAn] u BbinrpbiBaTb, uoGejKAaTb 
winner [vvma] n noGeAHTejib, BbiurpaBiuiiii 
with regard to [ri'gcnd] no oTHomenmo k, oTHOCHTejibHO, 
*ito xacaeTcn 

within the framework of smth [wi'din] b paMKax qero-.i. 
wonder ['wAnda] u xoTerb 3HaTb 

woodmill [ wudmil] n AepeBoo6pa6aTbiBaioinaa cbaopinca 
word processing [ W3:d 'prousesip] ojieKTpoHHaa o6pa6oTKa 
TeKCTa 

work capacity ['w3:k kg'passiti] paboTocnocooiiocrb 

work out plir u pa3pa0oTaTb 

workaholic [ W3:ka'holik] n TpyaorojiHK 

workforce ['w3:kfo:s] n pa6ouaa cnjia, pa6o»me 

worthy ['w3:di] a aoctohukih 

Wrangler [ r<erigla] jeans a>kmhcu «P3Hrjiep» 

wrap (up) ['rasp ('Ap)J v oCeprbiBaTb 

X 

Xerox copier [ ziaroks kopis] «KcepoKc» (MH 02 KHTe.ribrTL.iH 
annapaT) 


LIST OF PROPER NAMES 

Alfred Nobel [ slfrrd nau'bel] Ajib(JjpeA Hooejib 
Alfred P. Sloane Jr. (=Junior) ['aelfrid pi: slaun c^u-ma] 
Ajibc[)peA n. CjioyH mjisauihh 
B enjamin Franklin ['bcnc^omm 'franklin] BeHA^aMim OpaH- 

KJIHH 

Carlan [ ka:tan] KapnaH 

Dale Carnegie [,deil kcr'neiyi] fleiiJi KapHeni 
Fred Pryor [ fred 'prais] ripaiiop 
Henri Fayol Ahpii 4>aHOJib 
Henry Ford [, henri 'fo:d] TeHpH <DopA 
Henry Tate [ henri ' teit] FeHpH Teirr 
Jim Brahani [,d 3 im bremm] BpeneM 

Jim Marshall [ d 3 im 'mcujsl] m Mapmajui 
John Davison Rockefeller ['(feDn 'deivisn 'rokofete] flwoH 
flsBHCOH PoK^eJIJiep 
John R. Noe [nan] flxcoH P. Hoy 
Michelangelo [ incukl'amdsalae] MnKejiaHA*<ejio 
Penny Hughes ['pern 'hjmz] rieiian Xtio3 
Ralph Waldo Emerson [ nelf 'woddav 'emosn] Pajibcb Yojiao 
SM epcon 

Rick Brinkman [,rik bnnkmon] Phk Ephukmuh 
R obert M. Bramson ['robot 'em bnemsn] Po6epT M. BpoMcon 
Robert Owen [ t robat auin] Po6epT OyaH 
Scott Walmslev ['skot 'wemizh] Ckott Yom3jih 



LIST OF GEOGRAPHICAL NAMES 


Amsterdam [’semstd'dsem] r. AMCTep^aM 
Asia [eij'a] A3 hh 
B eijing [’bci djin] r. IleKiiH 
Birkenhead [ b3:kenhed] r. BepxeHxeA 
Chicago [/I'kcngou] r. HiiKaro 

Commonwealth of Independent States ConpyHcecTBO He3a- 
BiicxiMux TocyaapcTB 
Denmark ['denmcrk] flaHHH 
Indianapolis [ india'nrcpalis] r. HHAHaHanoAHc 
Italy ['itoli] PlTajiHB 
Germany ['domain] TepMaHna 
Japan [ctp'pa’n] HnoHna 
Kansas City [ kamzas siti] r. KaH3ac-CnTii 
Maastricht [mcr'slrihtj r. MancTpiiXT 
Merseyside ['im:zisaid] Mepcucaitn; 

Minnesota Lmim'ssuts] rnr. MimuecoTa 
Mo. - Missouri [mi'zudri] hit. Maccypa 
Mount Kilimanjaro [ niaunt kiliman'djaxrau] ropa Kn.nnMaH- 
A^Kapo 

Netherlands [ nertatandz] HHAepjiaHAM 
Norway [ no:wei] HopBeraa 
Spain [spein] HciiaHHa 
Sweden ['swi:dn] Ulnemia 
Switzerland [ switsatand] IIInpHnapun 
Taiwan [tai'wam] TaiiBanb 
Zurich f'zuarikl r. U,iopHx 


Keys 


1.2. Exercise 4. 1) at, of, in; 2) as; 3) in; 4) as, in; 5) in, 
for; 6) on, — ; 7) by, in; 8) of; 9) after, to; 10) in, in. 

Exercise 7. 1) are; 2) was; 3) are; 4) is; 5) am; 6) is / was; 

7) was; 8) is; 9) is; 10) were; 11) is; 12) is. 

1.3. Exercise 8. l)are kept; 2) told; 3) was organized; 

4) has; 5) will be invited; 6) would phone; 7) are held; 

8) speaks; 9) was met; 10) participated; 11) would be in- 
formed; 12) conies. 

1.4. Exercise 6. 1) lias (got) / had (got) / will have; 2) had; 
3) Have... got / Do... have, have (got); 4) Do... have / Have- 
got, do / have; 5) has (got); 6) had; 7) Have; 8) has (got) ] 
had (got); 9) have had; 10) Did... have; 11) Have... had; 
12) will have; 13) has (got); 14) had to. 

2.1. Exercise 7. 1) is serving; 2) were having; 3) will be 
working; 4) was raining; 5) were doing, was checking; 

6) would be waiting; 7) is coming; 8) is going; 9) are going: 
10) are you doing; 11) are being typed; 12) were being 
discussed; 13) is being built; 14) are reading. 

2.2. Exercise 4. l)a, d, f, g, h, i, j; 2) c, k; 3)e; 4) a; 

5) b; 6) a, c, f, i; 7) c, d, i; 8) a, d, f , g. h, i, j; 9) a, b, d, f, 
i; 10) a, c, d, f, h, i, j. 

Exercise 8. 1 ) by. by; 2) by; 3) as, for / in / at; 4) in; 
5) of, for, in / at; 6) with; 7) to, of; 8) for, 9) of, at; 10) of, 
at, of. 

Exercise 9. l)to see; 2) to phone; 3) to examine; 4) to 
maintain; 5) to hold; 6) to study; 7) help; 8) to see; 9) to have 
got; 10) to be offered. 

2.3. Exercise 8. L)buy; 2) are owned; 3) employs; 4) are 
employed; 5) heads; 6) is run; 7) chairs; 8) are chaired; 

9) attend; 10) are attended. 

3.1. Exercise 5. 1) as; 2) of; 3) in; 4) in / at; 5) with; 6) in; 

7) of; 8) to; 9) for; 10) of, on, of, for, in. 

3.2. Exercise 7. 1) e; 2) g; 3) a; 4) f; 5) b; 6)d; 7) c; 8) i; 
9) h; 10) h; 11) j; 12) c. 
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Exercise 8. 1) have seen; 2) will have passed; 3) had found; 
4) would have been delivered; 5) have been signed; 6) had 
been delivered; 7) will have been sent; 8) would have typed; 

9) has travelled; 10) shall have read; 11) had landed; 12) has 
been cut; 13) had been completed. 

4.1. Exercise 10. 1) Can / Could; 2) can; 3) can; 4) Can/ 
Could; 5) can / could; 6) Can; 7) can’t / can; 8) can; 9) can; 

10) was able. 

4.3. Exercise 8. 11 had Xeroxed; 2) had sent; 3) had been 
received; 4) had confirmed; 5) had reserved; 6) had worked; 

7) had been given; 8) had gone; 9) had been invited; 10) had 
never had. 

Exercise 9. 1) had left; 2) retired, is living; 3) was late, 
was nervous, had never been late: 4) had never taken: 5) had 
used; 6) was speaking, rang; 7) have had; 8) was, asked, would 
give; 9) is; 10) was given; 11) do ... pay; 12) is not liked/ 
was not liked / won’t be liked. 

5.2. Exercise 7. l)Mav; 2) may / might, may / might; 
3) May; 4) may / might; 5) might; 6) May; 7) may / might; 

8) may; 9) May; 10) may; 11) May; 12) May. 

0.2. Exercise 7. A. 1) wasn’t informed; 2) was appointed; 
3) introduced; 4) was dismissed; 5) neglected, was demoted; 

6) hoped; 7) was promoted; 8) was offered; 9) were set and 
met; 10) sent. 

B. ljhave you been studying; have been taking; have 
been doing; 2) has been living; 3) had been working; 4) will 
have been working; 5) had been looking; 6) would be working; 

7) have been trading: 8) had been waiting: 9) have been 
working; 10) has been writing. 

6.3. Exercise 6. 1) at, on; 2) in; 3) at, — , without; 4) to, 
by, at; 5) at, from, to; 6) by; 7) into; 8) to, of; 9) at; 10) at; 

11) in, with, of, of; 12) by, among, between. 

Exercise 7. 1) have been returned; 2) has begun; 3) has 
stopped; 4) have been sent; 5) has held; 6) have been: 7) has 
been met; 8) has been served; 9) has chosen; 10) has spoken. 

7.1. Exercise 6. 1) — ; 2) a very interesting piece of ; 
3) is ; — ; 4). comes; 5) is ; 6) some ; 7) is ; It is ; 8) little ; 

9) some ; 10) — ; 11) — ; 12) some. 
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Exercise 12. 1)Y njioxoro MacTepa Bcer.ua HHcrpyMeHT 
BiiitOBaT. 2) He B03n yroju. b Hliokucji. (Cp. pyc. B Tyjiy co 
cbohm caMOBapoM ne e3flflT.) 3) Bor rioMoraeT TeM, kto noMO- 
raer cede cum. (Cp. pyc. Eor-TO Bor, na « com lie dy/u> ruiox.) 
4)y*cnTbca HHKorna ae no3/mo. 5) HcnpaBMTt ouiuSKy hh- 
Kor.ua ne 1103/1110. 6 ) 3a Bee bpaTtcn xi Hireero tojikom ne 
yweTb. 7) Ben >kiibii, Ben yuncb. 8) ITpeAynpeH</ieHHe jiyvwe 
jieneHHH. 9) C npaKTHKoii npuxo/uiT wacTepcTBO. (Cp. pyc. 
^e.io MacTepa 6 ohtch.) 

7.2. Exercise 7. 1) doesn’t do, will be fired; 2) will / shall 
come and see, have; 3) work, will be promoted; 4) has 
finished / finishes, will go; 5) go, will / shall be able; 6) comes, 
will have been examined; 7) happens; 8) work, will pass; 

9) come; 10) will / shall return, am detained. Exercise 8. 
1 ) discussing; 2) founded; 3) closed; 4) paying: 5) finished; 

6) contributing; 7) produced; 8) having signed. 

8.1. Exercise 7. 1) could give; 2) were doing; 3) can steer; 
4) dropped; 5) will be able; 6) was; 7) was; 8) takes; 9) hadn’t 
chosen; 10) had made; 11) had; 12) want. 

Exercise 8. 1) get; 2) will come; 3) finish; 4) will have 
finished; 5) have; 6) work; 7) will come: 8) come; 9) would 
receive; 10) come. 

8.2. Exercise 7. l)can; 2) could; 3)can / could / may; 
4) shan’t / won’t be able to; 5) can / could / may; 6) can’t; 

7) can, can’t; 8) can / could / may; 9) can’t; 10) was able to. 

Exercise 8. 1) Are you willing; 2) is bemg discussed; 3) are 
being closed; 4) is the delegation arriving; 5) is advertising; 
6) am looking; 7) is going; 8) is being made; 9) was being served; 

10) was climbing; 11) was snowing; 12) was answering; 13) was 
constantly arguing; 14) will be doing; 15) will be travelling; 
16) will be discussing; 17) was having; 18) would be waiting. 

Exercise 10. 1) would be going; 2) was considering; 
3) were missing; 1) will be working; 5) was ... doing; 6) will 
... be staying: 7) were being studied: 8) was receiving, was 
making; 9) are being interviewed; 10) am thinking; 11) are 
... feeling, am feeling; 12) is losing. 

8.3. Exercise 7. l)will receive; 2) will be lost; 3) will 
meet; 4) will be promoted; 5) will give; 6) won’t be taken; 
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7) will represent; 8) will be impressed; 9) will be sent; 10) will 
take part; 11) should / would be met; 12) would work; 
13) would graduate; 14) would be invited. 

9.2. Exercise 6. 1) would be; 2) would have never finished; 
3) would have never started; 4) would have begun; 
5) wouldn't have recommended; 6) would have finished; 

7) would like; 8) would stop; 9) would know. 

9.3. Exercise 7. 1) would explain; 2) would have been; 

3) would like; 4) would be happy; 5) Would you like; 6) would 
have met; 7) wouldn’t mind; 8) wouldn’t have phoned; 

9) would accept; 10) would have warned. 

Exercise 16. 1) enters; 2) is; 3) has earned; 4) set up; 
5) is; 6) has made; 7) have struggle: 8) approaches; 9) makes; 

10) runs; 1 1 > is sipping; 12) is ; 13)says; 14) feel; 15) was 
trying; 16) was focused; 17) concentrated; 18) was sent; 
19) became; 20) ask; 21) was; 22) started off ; 23) procured; 
24) took up: 25) went; 26) moved: 27) was forced: 28) is: 
29) wanted; 30) got; 31) started; 32) has been selling; 33) has. 

10.1. Exercise 8. l)ovcr; 2) in, in; 3) between, in; 1) in, 
for; 5) in; 6) to; 7) in; 8) as, of. in; 9) in, through; 10) -, of; 

11) of. around, from: 12) from, to; 13) of. in, with; 14) of, on. 

Exercise 9. 1) speaking; 2) exported; 3) having drunk; 

4) brought; 5) questioned; 6) studying; 7) waiting; 8) written; 
9) examining; 10) informed. 

10.2. Exercise 6. 1) by, in; 2) for; 3) with / among; 4) in, 
to, at, of; 5) at, in; 6) in; 7) to; 8) to; 9) to; 10) about / on, 
on; 11) into; 12) with, in. 

Exercise 16. 1) founded; 2) maker; 3) swimming; 
4) influential; 5) famous; 6) growing; 7) old-fashioned; 

8) essentially; 9) training; 10) mathematicians; 11) contested; 

12) consumers. 
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